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The Massachusetts Mutual Lite Insurance Co. of Spring 
held, Mass.. wanted window coverings that would enhance 
both the interior and exterior of their office building. They 
chose Goodall Casements tor appearance plus these out- 


stunding advantages: 


Richer Beauty. Goodall Casements come in a 
wide variety of weaves, Colors, and textures ... give the 


solt, pleasing etlect of draperies. 


This executive office typifies the air of distinctive ele- 

gance and richness Goodall Casements create. Temperature Control. Goodall Casements 
are highly reflective 2... bounce back the sun’s heating 
Visible and intraered rays. This eases the load on air-condi- 
tioning systems .. . helps regulate the temperature in 
non-am-conditioned rooms, 


. 
Light Control. Goodall Casements diffuse sun- 
light into solt, glareless light that helps provide better 
working conditions at maximum distance from windows. 


Notse Control. Goodall Case ments absorb noise 
unlike hard. fatsurtaced window coverings. The 


sound of office machines, ringing 


tk lephones, VOIces 2. 


all are perceptibly muffled. 


‘The Policy Department's efficiency Owes much to sound- 
absorbing, light-ditfusing Goodall Casements, 


Longer Wear. Because Goodall knows that no 


single fiber gives all the benefits needed, Goodall Case- 


ments are Blended-to-Perform. That means they are com- 
posed of a variable blend . . . Angora Mohair, rayon, 
acetate, cotton... fibers Chosen for their greater durability 
and lasting luxury. 


. . 
Easier Maintenance. 1s: \i::wally sides ott 
the smooth surface of Goodall Casements. ‘They. resist 
wrinkling, stay fresh longer. And they can be washed or 
dry cleaned thanks to multiple processes that minimize 
A close-up in the above shrinking, sagging, stretching. 
Policy Department shows 
how Goodall Casements 
lend office windows a mae ; ; ae 
look of softness and mod- For specific ‘se ite.” : fe eag aR 
‘ ? information write: ; . : ; - 
ern beauty. Ceodall Fabrics, Inc. on , OO dall 
Casement Div., é PD 
$25 Madison Ave., MUES ine 


New York 22,N.Y. 


THs FUNESY WAMA. UNCP SMIES on” 


SN a a ae ae bps 


©1953, Goodall Fabrics, Inc., Subsidiary, Goodall-Santord, Inc. (Sole Makers of World-Famous PALM BEACH® Cloth) *Registered Trade Mark 
GOODALL FABRICS, INC. NEW YoRK « BOSTON « CHICAGO « DETROIT « SAN FRANCISCO « LOS ANGELES 


= _— tee : ; os . | eae fey ee ee Aa | i ee “4 sy ib . See rs — ey a 
bile 
roe 
Bes 
ke : Massachusetts Mutua 
He. es. y. oo, a 
. 
PAE 2 a 
Ager d d with 3 Goodall C t Curtai 
Ne redecorated with ¢- Goodali Casement Curtains 
Pin ae 
om : 
dog? 3 aml Sal 4 3 Tel . ia 
Bh BS eh i aad Kai ita ern a: vr. r 
ae aa al Og” tee? oO a 
ea | ghia —f ee 3 —. | ioe? sae + .~ Mee 4 
ae en a vee ee ee 
si saat ac ween ETE y ¢ ro. nf <a fe)! ee ee AS a 
Mees | > mame ‘ ree . ‘i PP as cal ae s ? apa de + td 
‘ uM ‘ so i ae 4 é y y ee may , se ae % yA . ; be * Race A ' » 
an’ 1 & OOS ud at Hear * ~ 
aes, oe ~* say . _ = a i — j 
‘ ee = a = pas Tae. a Si a j 
1 oe } - 2. mi 3 5 S (Soe eS fer '’ . 
pfs Oe ee ' 1s ; 
ok “ see «6c 
rhe AT : s\ 
tee Pag ay cf a 
a & ie bit 7 pa ee F — as ; 
Pas | Se ee _———> 
nie | ; wt . . am 
We |i sett eet! y d « 
af tht EN 
| fy * | ie : | ; mre. : a 
‘a is = -s a j < . ae — ™“ 
Mi a 7 pin itil a... = 
oe oo — lle 
be ie 
bd. «| al 
eae : 
ae til. " 2 
BAW |i | EE = Z 
d ‘iP hee: a 3 ; ‘= on 
ms ay 2a en — Risin oS 7 4 " ’ ‘igh 
Bef: ° Az Se e-em _"- ithe Doe 
the == are =" 2: = 
9 en a iF. 
4/1 : he ee | re i = 
et a = a 
ioe ae) okie ates 
ae < a ‘ itn ay - oe 
7 4 aati 
oes ee 
ef: » 
45 S ee : 
a | 
gee ie 
A Le iain 
“ites edi yy 
Phe“ Y ry 
rahe. it] 
a pe id ? 
oe Hee He 
ae i 
> Maes i j ; 
mee itl 
im i 
eee + 
a 
ae en en a | 
~ “a or aod . 
Bay 
Sy 
7S a 
| 
‘a He 4 4 the , 
if om or ae vs ai a aa * ae. i fe ~ ct eee § pers _ am : ' ‘ ‘a 4 
aa - ne i ee Wage Ee we ae 
ra a oe 8 MD oe ae » ae sa - ae 


= There's a world of difference 


a) EJ 


\ 


to give you the facts on: 


Gains in office output (as high as 357 has been reported) 
How greatly work-flow is facilitated by 
Steelcase engineering and planning 
Seating more employees in the same area (increases as high as 25‘c) 
How changing job requirements are met by the 
interchangeability of desk tops, drawers and pedestals 
The effect on both employees and customers of 
new styling, colors and beauty 
How increased filing capacity can be obtained 
with decreased floor space roy —— 
The great money saving over a period of years Steelcase 
made possible by lifetime construction yphieteane mirc 
Why leading national organizations standardize on Steelcase. phone directory 


Ask your dealer for their names 
STEELCASE 


. . . . . ‘v7 4 f 2 ” 
For new ideas in office planning, write for ‘Tooling Up Your Office Business Equipment 
METAL OFFICE FURNITURE COMPANY: Grand Rapids, Michigan 
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MANY A FINE idea has been “hatched” tn a fine office! Because there's something 
about a beautifully furnished office that’s conducive to inspired thinking .. . 
sound reasoning friendly ‘thrashing out.” Plans take shape more readily . . . 
materialize more swiftly . . . in an attractive, well planned office. 

The creating of “Idea Incubators” for some of the country’s finest firms . 

both small and large . . . has been Macey-Fowler’s speciality for many years. 


Why not discuss your problems with us? 


Visit our showrooms and see our typical offices set up in “model room™ displ 


} ays. 


Or, write us for handsome illustrated booklet. 


Macerr fowler 


INCORPORATED 
305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 


Fine Executive Furniture in Both Wood and Steel 
OFFICE MANAGEMENT AND EQUIPMENT 
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Office Methods, 


OFFICE 
MANAGEMENT 


Equipment, Personnel, and Purchasing 


Sponsor of the “Office of the Year” Awards ~ 


Split-Second Timing 
LQ many of those who take the stop- 
watch as a svmbol of efficiency, it may 
come as a shock to learn that clocks 
are tar more 


popular than stop 
watches in running today’s offices. 
There is a place tor the stop-watch 
in the tasks of a job analysis and time 
study, but we have not vet developed 
human beings who work normally to 
split-second Precision and 
punctuality are vital to accomplish- 
ment, yet a too acute consciousness of 


Liming. 


time can be a nuisance all around! 
These are fast-moving days, but 
progressive office management has 
learned to allow a certain degree of 
Hexibility in the performance of office 
jobs and gets far more out of its peo 
ple by saving “We need this in about 
20 minutes” rather than “This is an 
iS-minute, g2second job.” 
birth to death, Time is 
breathing down our necks. Intelligent 
people do not need to be reminded 
of ity Importance. Constant emphasis 
on it irritates and contuses. Know- 
” ing that a few minutes more or less 
dre not earth-shaking. people relax 
enough to do a good job! 
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new beauty, new efficiency with... | 


ANY CALLS BACK AT THE 
OFFICE? RADIO DEVICE 
TELLS IF YOU'RE WANTED 
Not long ago, as a group of relaxing 
businessmen approached the tenth tee 
on a Westchester golf course, one of 
them lifted an unobtrusive little box to 
his ear and listened a minute. A few 
seconds later he was hiking back to 
the club house where he called his 
New York office to find that an un- 
expected client was waiting to see 
him. 
Around the same time, a claims 
manager in a large Manhattan insur 
ance company obtained urgent infor 


“PEG-BOARD" perforated panels become working walls when used with matching 
“PEG-BOARD" hanging fixtures... file folder racks, shelf brackets, hooks, magazine 
racks, etc....all instantly interchangeable without screws, nails or tools of any kind. 


“PEG-BOARD” equipment adds space and efficiency to an office, because it takes 
objects off the floor or desks and arranges them neatly on the wall. Panels are 
available in several sizes — take paint wonderfully. Be sure to include ‘“PEG-BOARD"™ 
panels and hanging fixtures in your office modernization plans. 


FREE descriptive literature 
write today to your nearest 


AUTHORIZED DISTRIBUTORS 


NEW YORK © PEGBOARD OF NEW YORK 
131 E. 64th St., New York 21, N.Y. 
CLEVELAND ~ DAvis PLrwoop corp. 
12555 Berea Rd., Cleveland 11, Ohio 
MIAMI + A. H. RAMSEY & SONS, INC. 
71 N.W. 11th Terrace, Miami, Fla. 
LOS ANGELES © °©G.8OARD OF CALIF. 
717 E. Gage Ave., L.A. 1, Cal. 
MINNEAPOLIS >. £& HIER EQUIP. CO. 


23 North Sixth St. Minneapolis, Minn 


Copyright 1959 Be B. BUTLER MFG. CO., INC, 3160 Randolph St., Bellwood, Ill. 
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David Blair, New York stationer. 
listens for his Aireall code number 


mation in 
formation he had to pass quickly to 
his claims adjuster on Long Island 1! 
the firm was to avoid costly litigation 


about a taxi smash-up 


He had no idea just where in the terri 
torv his Long Island man was; he 
couldn’t phone him directly. But he 
did dial a New York number: “Put 
5 on the air” was all he said. In 13 
minutes the adjuster called from Long 
Island—as the New York manager 
fully expected —and the information 
was readily relaved 

“hia 1; 
plaving executive, and about 500 other 
New York businessmen are all sub- 


This claims manager, and the 


scribers to Aircall Radiopaging, an in 
venious broadcast message service of 
fered by a firm called Telanswerphons 
Inc. 

Actually, the service works with ce 
ceptive simplicity 

Sylvester sates, executive, is 
wanted on the phone Wilkes-Barre 
calling, very important! But unfortu 
nately, Bates is out of the oftice His 
secretary, Miss Maltz, however, know 
his Aircall code number — 909. She 
picks up her phone, dials Aircall, says 
simply: “Broadcast 909, pleas« 

Bates’ code number, previously re 
corded on what is termed an “audio 
plate,” is placed in a “Mechanicall,” an 
automatic voice reproducer that re 
peats the number once each minute. A 
radio transmitter atop the Hotel 
Pierre on Fifth Avenue broadcasts this 
reproduction of the code—along with 


January, 1953 


i te | a | oa. ‘. a a $ =) we 4 Sa ey ep ie as the 
- ce ; f ot 4 nig: es ; ‘ ; * ; : =E 
ae 
| i) Y 
aes ‘ 
7 io" rs 
} ee : 
cane . . ° ° 
_ a a a 
Dk tg ee ee 5 
J hi 
i 
e WORKING “WALLS 
ne M >. __— te ETT tl es ot 
aa ea 7} ee ; ae 
pAb a : stisce) | \ 
‘ - . , 
i soe ene as. ; 
eo Silg sheresseeean ee % a © 
Tt ott 232 o*eeseaeeeeeae Se \ 4 
bj res Be 7 4 
. | a Be a COL sING x 
i! » . ify “ 7 ray W a : Sor if ' 
y ee oe . at : | :: <s 4 Bt i | — J \ V7 oe | F B , . H s - 
i. aL | i | | oe aun eae). : eer 7 a } % gs 
\ alee me i ‘ me tit: wee id Soe EP HE Adee SS = ee 
. a x : se. . : r , | eames $3 tees arr ° ; : 4 a ™ NE ay a ; >. a : eo 
dae ‘es | i--. im terenn waa + i ee ME | 
* ee >. | vee | 
to s 3 77 , Ei oe, a g : : | | 
aoe | feels ee —_ +++ cence tae eOeEErp Ne” 
i Ree * tS Bb fl wit , : k 
so. 7] res 
Pt ' , 
ant ' ee MY ‘anges ae 
"2 a | 
Hy r 
ae 
as ee 
i ee 
Be 
‘ae ee 
1 7 
Af 
Bio) i 
Bt) ‘ -. .i* \ 
aa: Bet ed 
, Ea \\3 pce e by ’ 
ee as wcsct A | 
feed i r: pet | ‘ 
“oa pes | 
ae _ 
Tol Bn 
Be} 
Rerrst 7 | 
eh l “| | 
i> see 
Mat{: ye 
posh { a a Bi 
can 7 ; 7 = Par A eg i i’ ‘ ivi 3 4 :* re om 7 2gr ¢ va a 3 es — a Janne owe) iit 
be | ales eee: 00 ee oe, “ee ee a 2c ee ee 1) " 
‘a = ( eS | a y eee ee, ee 


A small investment can save money in your monthly office costs 


GOOD metal business 
furniture is a 
G00D investment 


©GF Co. 1952 


| ye EVERY EMPLOYEE in your office 
you are spending a minimum of 
$30,000 over a ten-year period as 
fixed expense for salary, floor space 
and general overhead. 

Isn’t it good business to make cer- 
tain that each employee has good 
tools with which to work so as to in- 
crease productivity, promote health 
and improve morale? 

By good tools is meant a well de- 
signed desk, duty-matched to the job 
—a comfortable, individually adjust- 
able chair—and mechanized files 
which greatly reduce the time neces- 
sary for filing and finding records 
and provide increased capacity per 
square foot of floor space. 

Mode-Maker metal desks, Good- 
form aluminum chairs and Super- 
Filer are office tools of superior 


1902 


quality, beautiful in appearance and 
designed to help every office em- 
ployee get more work done. What’s 
more, they will last a lifetime. 

For less than 2% of your fixed 
expense per employee in a ten-year 
period you could re-equip your office 
in whole or in part with GF metal 
furniture including the proper decor- 
ative surroundings which mean so 
much to employee morale and custo- 
mer prestige. 

Consider the small investment as 
against today’s high operating ex- 
penses. Then in order to learn how 
quickly such an investment will pay 
for itself and provide dividends for 
years thereafter, call your local GF 
distributor or write The General 
Fireproofing Company, Dept. 0-13. 
Youngstown 1, Ohio. 


1953 


FIFTY-ONE YEARS OF PROGRESS 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS + GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 


January, 
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IN THE BEST 


Firm 
Address 
City 


Noame___ 


Redoing YOUR OFFICES? |“ 


HERE IS A PLAN TO HELP YOU get the 
most out of your office space. The CRESTLINE 
O ffice-Plan-Rule is made of clear plastic 

with cut out templates for all furniture units. 
It is worked out on a 44” scale to give a 

liberal 48 feet of floor space, and it is yours 


and catalogues . . . no obligation, 


of course. 


SECURITY STEEL EQUIPMENT CORPORATION 
40 MIDDLESEX ROAD, AVENEL, NEW JERSEY 
Please send me the CRESTLINE Office-Plan-Rule and the 

two CRESTLINE Catalogues without obligation. 


OFFICE- 
PLAN - RULE 


A full foot rule with 
quarter inch scale, 
plus scale templates to 
make laying out an 
office an easy, pleas- 


uv" 


FREE-cRESTLINE Of- 


free. With the rule, you will also receive fice-Plan-Rule is yours 
the full color catalogue on the famous without obligation . . . 


just send in the cou- 


CRESTLINE Steel Office Furniture and a gen tefew. 
booklet on the CRESTLINE File Line. Use the 
coupon below for your Office-Plan-Rule 


x =“ 
wal 


LINE 


OFFICE—PLAN—RULE aseacce 


NG tOUipmem 


Zone State 
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the codes of other businessmen whose 
otfkces want them—into an area 50 
miles wide. 


Bates all this time has been dining 
at his club. Concealed in his pocket is 
a plastic 6-ounce Aircall receiver, a 2 
tube battery-operated affair Now, 
Waiting for dessert, he holds it to his 
ear (as he does customarily every hal 
hour or so). He hears his code and 
promptly phones Miss Maltz who tells 
him to contact Operator 21 in Witkes 
Barre. The important long distance 
call is completed, only 15 minutes after 
it was put through. Bates has closed 
the deal again 

Miss Maltz, meanwhile, phoned Ait 
call again to notify them that 909 has 
responded 

For this service, Bates pavs Aircall 
$12 a month under a routine month 
to-month contract. His receiver, which 
the company loans him, is exchanged 
free of charge if it should get out of 
order. 

\ccording to an Aircall official, thei: 
ystem operates in a new ultra-high 
lrequency spectrum that was not 
opened by the Federal Communica 
tions Commission until after World 
War II. By its nature, the service is 
necessarily limited to the number of 
subscribers that utilize it at any one 


time, he said 


MECHANICAL MUSCLE 
TESTS AND COMPARES 
FILING CABINET DRAWERS 

How much mileage is there in a fil- 
ing cabinet drawer? Not long ago a 
big eastern city, about to purchase a 
large number of filing cabinets, want 
ed to find out. Municipal officials, 
moreover, wanted to learn just how 
well the drawers in one brand of 


Diagram shows how drawers were tested 


equipment stood up aiter thousands of 
pushes and pulls, as against another. 
They wanted information particularly 
on: 1) any increase in the amount of 
pull required to open the drawer after 
each 10,000 cycles, 2) the condition of 
a cabinet after its drawer, carrying an 
80 pound load, had been opened and 
closed 50,000 times, and 3) the number 
ot cycles before a specified maximum 
pull of 334 pounds would be required. 

Tests such as these obviously called 
for a right arm of Bunyanesque pro- 
portions, or else a mechanical “muscle” 
that could deliver—and measure—the 
necessary push-pull power automatic- 
ally. Engineers at Sam Tour & Co. 
Inc.. a New York research firm, de- 
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At Smith, Kline & French, Inc., every working hour lost means lost pre- 
scriptions. Every minute is precious to America’s foremost service whole- 
saler, distributor of over 22,000 drug and sundry items. 


That is why S. K. & F., Inc., like thousands of alert business and industrial 
firms, large and small, has installed Rudd-Melikian automatic hot coffee 
service. Use of the Coffee Cub, a compact R-M coffee dispenser, has pro- 
duced a decided upswing in employee morale and efficiency . . . a substan- 
tial decrease in time lost to morning slowdown and afternoon fatigue. 


Whatever your business, R-M dispensers, serving delicious, stimulating 
100°; pure Kwik-Kafé Coffee ‘round the clock, increase productivity, 
ae Se ee reduce pa ident ave time and money. Whatever your bi in Rudd 
“, ce accidents, save fg mey. atever your ASLNESS, - 
aaarncnstiveieyiarsdcoaaaaal Melikian has the efficient, practical answe r to your ¢ offe e problem 
2 SF as 2 ¢ "1e ° ac “é é swe 7 . “~e = ° 
COFFEE SERVICE I : F 


; RUDD-MELIKIAN, Inc. 


‘ Eliminate the mess and MANUFACTURER OF THE WORLD'S MOST COMPLETE LINE OF AUTOMATIC COFFEE DISPENSING EQUIPMENT 
waste of dangerous, 
. 1949 NORTH HOWARD STREET, PHILADELPHIA 22, PA. 
old-fashioned methods. 
é, 


Eliminate expensive, WhuRver your Guriness, coffee. » o Took of your Trade 


time-consuming _ inter- 


ruptions to production. 


Z 
, RUDD-MELIKIAN, Inc. 
1949 North Howard Street Name— 
Philadelphia 22, Pa. 


Eliminate cost and in- 
convenience of out-for- F 
Please send me informative = 7yz/,__ 


coffee trips and de- avetee, 


mands on personnel. 
Please have your local R-M 
representative contact me for 
on appointment to make rec- 
1 ommendations for R-M auto- Address 
SEND FOR FREE ., matic coffee service to meet 


INFORMATIVE uTerature ® our requirements. City = 
January, 1953 OFFICE MANAGEMENT AND EQUIPMENT 
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cided on the latter approach when 
given the testing assignment. The 
measuring device they constructed was 
used on a sampling of filing cabinets 
supplied by numerous manufacturers. 

The mechanical arm, built with a 
short telescoping section and a force- 
measuring meter, permitted the drawer 
to reach fully open or closed positions. 

According to the Tour Co., the 
measurements showed that the cabi- 
nets, all of which were tested under 
identical conditions, varied widely in 
performance. “The number of cycles 
registered before an excessive pull was 
encountered ranged from 2,650 to 
43.700,” it was reported. “The force re 
quired to open the drawers in the vari- 
ous cabinets,” Tour continued, 
“ranged from 3% to 18 pounds. Some 
cabinets had major structural defects.” 

City officials then chose equipment 
which had performed best, and had 


suggested the longest “service lite.” 


Static electricity . . . unevenly cut 
sheets .. . torn sheets in the ream — 
those are the three gremlins that often 
cause your duplicating machines to 
“run wild”’. 

Many of these machine tantrums 
can be eliminated by using Eastern 
Papers . . . the Business Papers that 
are made with just the right amount of 
moisture to minimize the effects of 
static electricity. Automatic hairline 
accuracy in cutting and trimming and 
an electronic detector that keeps 


MADE BY EASTE 


WIZ 


RN CORPORATION 


STABILIZATION LAW HOLDS 
N. Y. CLERICAL SALARIES 
FIRM, SURVEY INDICATES 


The ceiling on “white collar” sala- 
ries in New York City has held fairly 
firm under wage stabilization regula- 
tions, but the floor is moving up. This 
analysis was offered recently by the 
Commerce and Industry Association 
of New York as it announced comple- 
tion of its annual survey on clerical 
salary rates and personnel practices 

While the indicates that 
clerical salaries as a whole have risen 
over the October 1951 level, the high- 
est rate of increase has gone to work- 
ers in the lower salary levels, Thomas 
Jefferson Miley, executive vice-presi 
dent of the association, explained. 


survey 


This trend, he said, was found to be 
general among the 55 office job classi- 
fications—ranging alphabetically from 
accountant to vafri-typist—which were 


reams free of torn sheets eliminate the 
other two trouble makers. 

In addition to trouble-free per- 
formance, you'll get clearer, sharper | 
impressions . . . neater, better-looking 
results with any one of the many fine 
Eastern Business Papers. 

Available in cut sizes in Atlantic | 
Mimeo Bond, Atlantic Bond, Atlantic | 
Duplicator with a wide variety of at- 
tention compelling colors... and in | 
bright, white Atlantic Opaque. 
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covered in the survey. [t applies par- 
ticularly, he declared, to such key jobs 
as clerk, typist, office boy-messenger, 
stenographer, secretary - stenographer 
and secretary. 

While the rates reported are for on- 
the-job workers the tabulation in the 
survey's hiring rates section indicates 
that new employees are being taken 
on at starting salaries reflecting in- 
creases similar to those gained in the 
lower ranges by those already on the 
payrolls. 

A total of 458 companies, reporting 
on rates paid to 71,604 employees in 
all types of offices within the five bor- 
oughs of the city, participated in this 
year’s survey. 


GLOSSARY EXPOSES ‘TRUTH’ 
BEHIND THOSE EUPHEMISTIC 
OFFICE MEMO CLICHES 


A sly glossary that exposes the un- 
comfortable “truth” behind much of 
the euphemistic terminology which 
office executives encounter (and some- 
times produce) each day on memos, 
has turned up in a recent issue of 
The Record, a monthly publication of 
he Records Management 
of New York. A 
“translations” follows 

Further substantiating data is neces- 
sary: We've lost vour stuff Send it 
again 

To explore the problem: Don't get 
impatient. We'll think of something. 

To explore the ramification: And, 
brother, just wait ‘til vou see what we 


think ot. 


Association 
sampling of its 


Note and initial: Let's spread the r 
sponsibility for this 

See me, or “‘Let’s Discuss”: (ome 
down to my ofttice. [I'm lonesom«e 

Give us the benefit of your present 
thinking: We'll listen to what you 

ive to say as long as it doe sn't inter! 

i ve Vé iircad decided 

tod 


TWO HANDS OPERATE THREE 
TYPEWRITERS IN NEW TIME 
AND WORK SAVING SET-UP 


\ typing system designed to triple 
a set retary's pr rnduction was 
duced recently by the 


mati 


intro- 
American Auto- 
Pypewriter Co. 614 N. Car- 
penter St., Chicago. 

Known as the Three Unit Copy 
Typist, the set-up consists of a trio of 
What- 
ever is typed in the “master” machine 
is simultaneously and automatically re- 
produced on the two “slaves.” All 
three are mounted on a special desk 
which contains the electro-pneumatic 
mechanism that does the work. 

In announcing the system, the manu- 
facturers explained that the machine 
is suited for any office typing job in 
which different forms are prepared at 
the same time. It also speeds the typ- 
ing of large numbers of carbon copies, 
they said. The three unit set-up is es- 
pecially useful too in filling out orders, 
invoices, bills, factory production 


automatic electric typewriters. 
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“Our National Payroll-Accounting Machine gives us a direct 
saving of $11,000 a year with this one machine. It also has 


44 eliminated about $1,000 a year in overtime. These savings 
Our paid for the machine in less than 6 months! 


“Also we now handle, through the same machine, the check 


- ister and issuing of checks for the Accounts Payable Divi- 
Saves us its cost Pig net va reread paper ts for 


Earnings, Withholding Taxes and F.O.A.B. taxes, we now com- 


b th 177 plete our quarterly Social Security Reports and Annual W-2 
every mon S " statement with additional great savings in time and effort.” 


— New York Herald Tribune A. V. Miller, Treasurer 


No matter what the size or type of business, 
Nationals soon pay for themselves out of 
what they save—and then go on, year after 
year, returning a handsome profit. With their 
exclusive combination of time-and-money- 
saving features, Nationals do up to 2/3 of 


New York Herald Tribune 


your accounting work automatically. 

The National representative —a_ trained 
systems analyst—will show you how much 
you can save with National Accounting Ma- 
ote “yr 4 : “St NTING MACHINES 
chines, National Cash Registers and National, RP gone pare pact 
Adding Machines adapted to your needs. — 


THE NATIONAL CASH REGISTER COMPANY, vayron 9, o0n10 \_ 
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e The FH is 
(ittle larger than 
atypewriter and 
costs little more! 


At today’s salaries, all folding by hand 
isexpensive, as well as inefficient, tedious, 
time-taking. Nobody likes to fold! Ineven 
small offices this new FH Pitney-Bowes 
Folding Machine saves time and money. 

The FH is little larger than a standard 
typewriter, costs but little more! It will 
make two folds in one operation, handle 
various weight papers, in sizes from 84 
by 14 inches, down to 3 by 3! It makes 
eight different basic folds. And it folds 
fast—up to 5,000 pieces per hour! 

Semi-automatic, electrically driven, 
the FH is accurate as well as fast. 


PITNEY-BOWES 


Folding Machines 


Made by Pitney-Bowes, Inc. . . . originators 
of the postage meter ... 93 branch offices, 
with service in 199 cities in U.S. and Canada. 


Easy! Fold a sample sheet as 
you want it, then measure the 
width in inches of each fold on 
the metal rule, then... 


Move indicator knobs on the inch 
scales to set the FH for the wanted 


widths of the first and second 
folds, and it’s ready to go. 


Anybody can learn to use it after only 
a minute’s explanation. 

Light-weight and portable, it can be 
moved easily around office, shop, or 
factory; and takes very little desk space. 

The FH takes only a minute to set up, 
can be used profitably on even small jobs. 
And it quickly pays for itself. 

Call the nearest PB office, 
or send the coupon for free 
illustrated booklet. 


The FULLY AUTOMATIC 
model FM folds up to 
19,000 sheets an hour. 


PITNEY-Bowes, INC. 
2958 Pacific St., Stamford, Conn 


Send free booklet on Folding Machine to 


Name 


Firm 


Address 


“Master,” two “slaves,” and typist 


forms, and labels, the company added 


The system functions somewhat like 


a pipe organ. The keyboard of the 
master typewriter operates a bank of 
valves set under it. As each key is de- 
pressed it opens a valve connected 


mech 
keyboard of each 


electrically to a corresponding 
anism under the 
slave. This valve, in turn, collapses a 
bellows, pulling down appropriate keys 
in each of the secondary typewriters 
POWER OF A GOOD IDEA 
MANY FIRMS SHOW INTEREST 


IN LEVER CO. FILE SYSTEM 


“Decentralized Filing with Central- 
ized Control,” an article on the record 
keeping methods of Bros. Co., 
New York, which appeared in the 
July, 1952, issue of Office Management 
and Equipment, has drawn comments 
and queries from firms across the na- 
tion, indicating a keen interest in that 


Lever 


new system of filing. This wide re 
sponse was reported by Dorothy F 
Knight, records supervisor at Lever 
House, in a letter to Thomas V. 
Murphy, editor of “OME.” Miss 


Knight's letter follows: 
Dear Mr. Murphy 
It might be of interest to you to learn 


of the far flung locations from which 
we have received letters asking for 
further information regarding the 


article on Lever Records Control 
published in your Office 
and Equipment July issue: 


World 


you 
Vanagement 


Airlines, Inc. 
Kansas City, 
\labama Gas Corporation 
3irmingham, 
Tennessee Valley Authority 
Chattanooga, Tennessee 
Carbide & Carbon Chemicals Company 
Paducah, Kentucky 
Mutual & United Benefit Companies 
Omaha, Nebraska 
Indianapolis, Indiana 
State of York, Department of 
Health Albany, New York 
We have already had a visitor from 
Alabama Gas Corporation; and two 
others, Trans World Airlines, Inc., 
Kansas City, and the New York State 
Department of Health, Albany, are 
sending representatives to view our 
files. 
Articles of this nature, we think you 
will agree, are most constructive to all 
concerned. 


Trans 


Missouri 


Alabama 


White, 
New 


Marion 


Very truly yours, 
DorotHy E. KNIGHT 
Supervisor of Files & Archives 
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en, 
ACTUAL SIZE 


of the sensible sized bottle 


“THE INK BOTTLE 
THAT FITS YOUR 
DESK DRAWER -” 


b. 


Ponit 


FOUNTAIN PEN INK 
Nees tai: 


SANFORD INK COMPANY ~- BELLWOOD, ILLINOIS 


TWO BOTTLES 
SANFORD'S 
PEN-IT INK! 


Offered solely to 
demonstrate the 

100,000 word bottle that 
holds all the ink 

the average person 

can keep fresh 


If your office furnishes you with a brand 
of ink that was produced for a make 

of fountain pen that you don’t own— 
Here’s how to get better performance from 


the pen you do own. 


1. Send for 2 bottles free of PENit Ink in 

the 10c bottle that writes 100,000 words 

... then stop filling your pen from 1Sc, 25c 
and more expensive bottles that hold so much ink, it’s almost 
sure to be stale before you use it up. 


2. Use this PENit Ink confidently in any pen of any make. 
Sanford’s PENit is made for all makes of fountain pens—made 
by ink specialists for over 90 years. 

Send for your free bottles right now (you can later use them 
for covered inkwells, and refill them from Sanford’s 
one-fifth gallon bottles to be purchased by your firm). 


Pin this coupon to your letterhead 


SANFORD INK COMPANY « BELLWOOD, Ii LINOIS 


Please send me without charge, two bottles of Sanford PENit Ink 
in the colors checked as follows: 


(J Blue-Black (0 Green (CD Washable Blue 


fo i eal State 


January, 1953 OFFICE MANAGEMENT AND EQUIPMENT 13 


Pap Gt ee ae a el ee ere il a Se 
ec || ae ere ae : BPO. a ee Teter ee ea ay le | 4 a bh a Ai a Fi | 
‘i ? ae 
¥ ‘ae 
i ae- 
be 
Pte 
. ge: 
are 
} ahs 
Mee es 
; . 
7 4 
a 
ee 1% vr 
. ' ae ee 
eg CF ' . a 
/ mr a 
Pome a® Fi: 
# geeks 
Fountain pe ye > TR: 
| » | “ik 
v Py / a +f 
/| aS Mf, 4 
me.y’ Ve —— " 
xy , ad /) el y iat i 
V2 \ \ 1 tf. i y) mt 
— UG ay 
ae iw Zz “ape 
nt We, Bre 
<sEy TEs 
al ~ . Alix. 
hg - y i 
Wz i ag 
re | : s | 
a ; ., 
=) S hagle 
bet 
ee | ; 
/ - tke 
is 
ie of ae 
ae 
- 
x 
‘ ee ' of 
‘ ' My “. 
4 ' ihe, eats 
' aS 
rc eC te lL r 
: ee ‘ : 
; : ai 
a Tdi 1 ' f haa 
‘ ' Rt 
+ ' agaere® 
, ‘ NE 3 16 hea 0 acces aed cade aedtgbunebak ke deed Adenine ' & 
q F ' ' [ “ 
A : sath 
a 8 ' . |: 
: 8. cic ctvenndeiies redivessintadatsadsaaaabeaee ' aa 
‘ : ane. 
: : ae 
: ‘ Or EL | tt 
ind 1 leg} 
' ‘ : SF 
ee Witt timber ama et 
Ms 
ee Ag 
. a 
oa ! 
on Fe mie fits u an ¥ a- Ss a aE oe “s ‘ 7 a. oe ES ‘ad : : en : ote a 4) el ss uae: | 
Aare’ Wee a Ter Te ae) SR Sa SS a | dy aa 


BOOKS AND PAMPHLETS 


Office managers interested in a basic 
understanding of employee fatigue 
problems may benetit from a_ biblio- 
graphy compiled recently by the Na- 
tional Cotton Council of America, 
Memphis, Tenn. The books they list— 
scientific analyses for the most part— 
deal comprehensively with underlying 
causes fatigue, and point up the 
physiological, psychological, and hygi- 
enic advantages that regularly-schedul- 
ed rest periods 
hese studies 


ot 


have 


workers. 
suggest too, that reme- 
dial action based on familiarity with 
the 


tor 


root reasons of employee fatigue 
result in substantial economic ad- 
vantages tor management as well. 


can 


Among the works listed by NCCA 
are: Fatigue and Impairment in Man: 
S. Howard Bartley and Eloise Chute 
(McGraw-Hill Co.. New York, 450 
pp.); An Experimental Investigation 
of Rest Pauses: Charles W. Manzer 
(Columbia University Press, New 
York, 84 pp.), and Management and 
the Worker: IF. |]. Roethlisberger and 
W. J. Dickson (Harvard 
Press, Cambridge, Mass., 615 pp.). 

Commenting on the subjects en- 
compassed by its bibliography, NCCA 
observes that fatigue energy 
from human bodies in three principal 
ways: through tired muscles to 
physical exertion, through — body 
changes which result from both mental 
and physical and 
emotional disturbances due 
tivity, dissatisfaction, or 


University 


steals 


due 


activity, through 
to 


boredom 


inac- 


the Contract Division 


of W&! SLOANE 


supplied and installed 


all carpeting = 


for LEVER HOUSE 


Carpeting on Executive floor gives sculptured effect by 
means of twist and straight yarns woven in two pile 
heights. Sloane's used a variety of carpets and weaves... 
oll especially designed and woven .. oa diversity of 
colors ond color combinations 


[v's another demonstration of quality... 


service ... and Sloane's leadership in 


interiors will be outstanding in every respect. 


Sloane's also supplied 
especially designed 
desks for Lever House 


floor coverings for over 109 years. Leadership in floor coverings. indeed... 
but also for executive furnishing of every type .. . for interior design 


.. and 


decorations ... you can come to Sloane’s with confidence that your business 


Write to us today about your furnishings problems. 


wad SLOANE CONTRACT DIVISION 


575 FIFTH AVENUE, NEW YORK 17, N. Y. 
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“One 
fatigue,’ 
lactic acid, which accumulates in the 
muscles and is secreted in perspiration 
to the body surfaces. 
be restored to the body, lactic acid 
must be reconverted into a substance 


of the major causes of 
the Cotton Council says, “is 


For energy to 


called glycocin. The human body has 
its forces of law and order which work 


together to overcome fatigue. Di- 
gestive and urinary systems remove 
internal waste, while the circulatory 


system carries a steady flow of fresh 


oxygen to muscles and cells. These 
processes help the body reconvert 
lactic acid into  energy-producing 


oxygen.” 

Knowing the mechanics of fatigue, 
what can a manager do to reduce its 
dulling effects on his employees? 
NCCA: a mid- 
morning and mid-afternoon breaks, 10 
or 15 minutes in duration, and sched- 
ule roughly every 2'2 hours. 

“Leaving the station is of particular 
significance in speeding up efficiency, 
according to clinical tests,” 
il reports. “After ten minutes’ rest at 
desk or work position, the em- 
ployee resumes work at 8&8 per cent 
of his productive capacity, the 
length time the 
job restores him to 


Suggests series of 


the coun- 
his 


while 
same 


ot away trom 

a relaxed and pro 

ductive 98 per cent of capacity.” 
Concluding its comments, the coun 


cil suggests that employees wash their 


faces during rest periods. “Medical 
research into the causes of employee 
fatigue shows there is a physiological 
basis for the refreshed feeling which 
vets after washing his face with 
soap and water and drying with a 
towel. Washing removes perspiration 
and allows opened pores to breathe 
again. Drying stimulates the circula- 
tion and speeds oxygen to muscles at 


\ divect 


saving in telephone costs 
of approximately $200,000 a year by 
the Union Oil Co. ot California is 


claimed in a 12-page illustrated book- 


let issued recently by the Automatic 


Electric Sales Corp., manufacturers of 
-A-X business telephone systems. 
Vhre booklet describes Union ¢ )il’s 


’-A-X set-up in its southern division, 
a 1,600-square mile area with head- 
in Angeles The tele- 
phone system, which was installed late 
in 1951, interconnects the company’s 
with field operations 
headquarters in Santa Fe Springs, with 
office and field facilities in Dominguez, 
with its refinery and marine terminal 
in Wilmington, and its research center 
in Brea. 

From Union Oil's skyscraper in 
downtown Los Angeles, company ex- 


quarters Los 


general offices 


ecutives can dial control points in 
every area of their southern division, 
the P-A-X booklet says. Because 
lines are company-owned, the publica- 
tion continues, executives have “no 
need to Hmit either the number or 
length” of their calls. “The results,” 


1953 


January, 
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the booklet adds, “are better co-ordi- 
nation, and close, quick control.” 
Linking P-A-X  switchboards in 
each of Union Oil’s scattered installa- 
tions are telephone circuits of varying 
types. Some are connected by len- 
kurt carrier lines—a multiple-use wire 
engineered and installed by Automatic 
Electric, that is capable of carrying a 
number of calls simultaneously. In 
other lines, communication engineers 
deemed it feasible to lease routes trom 
Western Union rather than own them 
outright. In addition, radio-equipped 
cars have been integrated with the 
southern division's telephone system, 
saving, it is reported, “hours of time 
and miles of travel near drilling oper- 
ations.” Calls to the company’s north- 
division must be placed through 
an attendant in the Los Angeles office. 
The booklet points out, too, that 
Union Oil's P-A-X system “is en 
gineered to provide ‘ omple te freedom 
for expansion, addition, and inter- 
! component equipment” 


ern 


change of 


that all service in the southern divi- 
sion is on a 24-hour dial basis; that 
maintenance of the system is under 


the care of Union Oil's own specially 
trained crew 

Copies of this booklet. labeled by 
the publishers Circular 1760, may be 
charge from Auto 
Electric Co., 1033 W. Van Bu 
Chicago. 


obtained free ot 
math 
ren St., 


Pont Co. are 
work than 
hen their 
explosives 
claim is 


Employees of E. I. du 
four times safer at 
they are at home, even w 
jobs call for handling 
or volatile chemicals. 


about 


high 
This 


ACCIDENT 
1OBOGGAN 


Two pages from du Pont’s booklet 
The Story of Safety 


made in a 28-page illustrated booklet, 
The Story of Safety, issued recently at 
headquarters of that company in Wil- 
mington, Del. 

The industry’s program, the 
Life-like booklet says, is spurred by 
the realization that safety is simply 
sound business procedure, and is not 
the result of external pressures oft 
laws or regulations. 

The publication describes 
Pont’s injury frequency rate 
cut more than 93 per cent—from 
injuries per million man-hours in 
to 0.67 per million man-hours in 
Had this improvement not 
place, at least 31,000 accidents 
never occurred could have happened 
over the 25-vear period, du Pont esti 
mates. Of the company’s 114 oe 4 
laboratories, and construction projects, 
75 finished 1951 without tim 


satety 


how du 
has been 
10.3 
1926 
1951. 
taken 
that 


a single 


1953 


January. 
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design for a difficult record writing 
| quality of printing or more legible 


Whatever your problem—for an effective solution try Autographic 


Forms Service in °53. Ask us now 
requirements. 


Is your forms problem one of delivery 


What’s ahead in ’53 


for users of 


AUTOGRAPHIC 
BUSINESS FORMS? 


I 1953, users of Autographic Forms will find new solutions to old 
problems—made possible by completion of one of the largest 
and most completely equipped plants of its kind. This new factory, 
with more than three acres of floor space, will add substantially to 
our facilities for serving our customers. 


. of finding the right forin 
job ... or one of getting better 
carbon impressions? 


to quote on your printed form 


If you would like to see samples of Autographic Forms that apply 
particularly to your business—just fill out the coupon below. 


BUSINESS FORMS 
AUTOGRAPHIC REGISTER COMPANY 
| ’ 211 7th Street, Hoboken, New Jersey 
§ _- 7 
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UTOGRAPHIC REGISTER COMPANY 211 | 


AUTOGRAPHIC REGISTER COMPANY 
Hoboken, New Jersey 
We would like to receive o folder of sample continuous 
forms for...... 


Pees SURG Gee ORs 6c ick 60.0 0:860000iscdessesddec 
type of machine 


The noture of our business is 
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Fee Booklet 


TELLS HOW 10 
FIT PAPER OR 
CARD TO YOUR 
RECORDS JOB 


pws the inside story on how papers 
and index cards are made so they'll 
stand hard wear. Whether your problem 
is wear from constant use, or deteriora- 
tion from age, this booklet will tell you 
how to select the right paper or card. It’s 
called “Papers and Index Cards that Wear 

Better and Last Longer”. Whatever your 

record-keeping or accounting needs, Par- 

sons ledger papers or index cards will do 
the best job for you. Here’s why: 

P You can have “color-control” ® by 
having cards and sheets, for each pur- 
pose, in matching colors. 

® No strained eyes if you use Parsons 
paper, with its special no-glare surface. 

® Whether erased by rubber, scratcher or 
chemicals, these papers and cards will 
have a smooth surface, the same color. 

® You choose from a wide variety of 


weights, sizes, colors and strengths— | 


so you get just what you need, and 
economically. 

® Parsons papers and cards are built for 
bookkeeping—machine or hand —be- 
cause we've studied the requirements 
of systems of posting and using, and 
made the paper fit the need. 


P Parsons papers and cards are made | 


with tough, flexible new cotton fibers. 
Precision controls in processing and 
sheet-by-sheet inspection guarantee 
high and consistent quality. Yet Par- 


sons prices are down there, grade for | 


grade, with the others. 


Get Booklet on Selecting Right Paper 
Many cheaper papers can be had, but you 
know what a mess you can get into by 
trying to “shave” a few cents. /t's the 
labor in accounting and bookkeeping that 
costs real money. Good—but not expen- 
sive—materials, like Parsons papers and 
cards, more than pay their way. They 
save labor because they're easier to work 
with. Send today for your free copy of 
our booklet that tells how and why. 


| PARSONS 


PAPER COMPANY 
1853-1953 


= © PP Co. 1953 


—_—_—e nr an nea saa a rs 
PARSONS PAPER COMPANY 

DEPARTMENT 1 

HOLYOKE, MASSACHUSETTS 


Please mail me, without cost or obligation, your 
booklet on getting the right paper or card for 
each job. 

Name 


Organization 
or Company 


BOOKS AND PAMPHLETS 
(Continued) 


consuming injury 


each gone 22 


Three of these have 
years Or more with a 
perfect record, it is claimed. 

Basic to du Pont’s 
ance, the booklet 
recognition by mat 


Satety 


points 


perform- 
out, is the 
lagement of its re- 
sponsibility “in all phases and at all 
| levels” “Every mem- 
spokesman for 


of organization. 
ber of supervision,” a 
| the tirm commented 
| foreman to the top level authority, is 
responsible for the 
and women 


“from the newest 


safety of the met 
working with him. Safety 
| practices, subject to continual 
| tion and revision, attempt to anticipate 
every possible risk that may arise, on 
the theory well-trained people, 
using available precaution, can 


that 
every 


avoid all personal injuries 


Bulletins 
| systems and 
lable from 
} Research Center, 
| With facsimile, 
| ductions of 


describing their facsimile 
centers” are avail- 
Systems Co., Alden 
Westboro, Mass. 
\lden says, 
invoices, 


“work 


Alden 


repro- 
corre- 
printed mat- 
transmitted from 
another. Material 
may be transmitted wholly or in part, 
| the company explains, the scan- 
| ner, or sending device, will reproduce 
; only what it is permitted to “see.” 
One of the many available Alden bul- 
letins describes facsimile 
centers” 


forms 
other 
instantly 
|one department to 


| spondence, or any 
jter, can be 


since 


“information 
communications 
answers to any 
where “the at 
dispatch written 
receive infor- 


integrated 
offices which hold the 
family of questions, 
tendant can instantly 
commands and 
mation on changing 

Alden “work centers,” on the 
hand, are intended for shop installa- 
tion. They are bench frames into 
which movable work tops are placed. 
| Mounted on these tops, or “palletized 


graphic 
tactors 


other 


work areas,” are jigs, fixtures, and 
other machines. The back panel of 
the work center contains outlets for 


electric, air, gas, water, or oil connec- 
tions. 


“The purchasing 
come more 


lepartment has be- 
and more a focal point 


or 
America’s entire production and dis- 
tribution system Purchasing today 
must be a creative task, geared into 


the overall plans and operations of the 
entire business organization, 

“No the purchasing 
agent be simply given a ‘shopping list’ 
to go into the market and buy each 
item as best he can. Today he has a 
| tremendous responsibility in the secur- 
ing of new materials 


longer can 


to replace those 
in short supply, in the improvement of 
products, in reducing the costs of both 
materials and labor, in the elimination 
of waste during production and distri- 
bution.” 
With these observations, Remington 
Rand Inc. prefaces their newly-pub- 
| lished booklet, Purchasing Procedures 
| That Save Time and Money. Subtitled 


atten- | 
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Feather touch lead 


+». Qssures brilliant color without 
bearing down —less pressure, 
easier to use. 


makes reading easier 


and it’s Guaranteed 


BE BRIGHT 


with 


olorbrite 


a 


the 


Feathertouch 


<< @anoni12000m 


-..OM colored paper, under 
fluorescent light — makes no 
difference! Colorbrite high- 
visibity hues are easier to read. 


° aquvnuses 


vs" 
ate 


. 


... Not to break in normal use. 
AND - Colorbrite is smearproof — 
wetproof — fadeproof. 

Ask your stationer 

for Colorbrite. 

Available in 24 colors. 


DERMARD 
ABER 


since 1849 


January, 1953 
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a “methods manual from the Reming- 
ton Rand Management Controls Ref- 
booklet 
offers suggestions for efficiently proc- 
bids, 
placing orders, and following them up. 
It presents, too, brief descriptions of 
procedures actually in opera- 
several large companies, among 
vem the Southern Railway System, 
Piywood Corp., and Block Drug 


erence Library,” the 20-page 


essing 


requisitions, procuring 


similar 
tion at 
+! 


i; 


The booklet 


Remington 


how 
Kardex 


business 


demonstrates 
products 
visible index records, Multiset 
forms, and Kolect-A-Matic follow up 
units—may be incorporated into the 
purchasing methods it describes 

\Iso included is a check-list of thir- 


Rand 


outine buying questions designed 
to give the purchasing agent a capsule 
survey of his department. 
ns, selected at 

specitications 


Some of the 
Pr 


read 
each 


random, 
for 
order to 
needed? 
available to 


t! clear 
requisitioned, in 


ising 


insure 
what is 
higures 
an 
Of decreased safely 


exactly 
mMsumption 
how much order can be in- 
under cur- 
Will scheduled ship- 
he order bring 
the level permitted by 
regulations? 
booklet, 
1202, 
Remington 


Ave New 


onditions ? 
inventory 


zoverne- 


also known as publica- 
obtained free by 


ite, Jn 


can be 
Rand 


York 


\coustical 
shionlok,” 


called “Cu- 
recently by 


carpeting 
introduced 
Bigelow-Sanford 


the 


Carpet Co., is de- 


scribed in a 12-page booklet Just pub- 
i 1 by that firm. Cushionlok, says 
pamphlet, up to 90 per 
all floor noises and helps to 
other distracting sounds. Ac- 
o Bigelow, the new carpeting 

any room exactly, lending itself 
recutting, 


absorbs 


deaden 


t 


repiecing, or re-laying. 
is manutactured in bales measuring 
inches by 35 yards 
Constructed with a thick sponge 
blown directly into 
Bigelow’s “Gropoint Lokweave,” Cu- 
shionlok is available in gray, 
gray moresque, beige moresque, green 
moresque, cedar moresque, and mead- 
ow Che carpeting need not 
and sent to a cleaner, the 
The manufacturer 
has prepared a special cleaning deter- 
gent for on-location 


rubber underlay 


shadow 
green. 


taken up 
pamphlet 


be 
asserts. 


shampooing. 
the booklet are available at 
no cost from Bigelow-Sanford, Dept. 
O-M, 140 Madison Ave., New York. 


Copi s ol 


Lach vear the Reflector and Light- 
ing Equipment Manufacturers Stan 
dards Institute handbook of 
specifications for most industrial light 
ing units. This aid to “everyone who 
buys, recommends 
industrial lighting equipment” is again 

the RLM _ Institute an- 
recently. Industrial execu- 
tives, consulting engineers, purchasing 
plant superintendents, archi- 
others with 


issues a 


sells, specifies, or 
« | ] 

available, 
nounced 


agents, 


tects, and concerned 


January, 1953 


‘ 


OFFICE 


lighting tor oftices 
and factories can obtain the publica 
tion at no contacting the in 
stitute at Madison St., Chi 
cao 

The new book contains detailed spe- 
cifications for 18 ised in 
candescent and industrial 
lighting units. Included are standards 
for reflection, construction, photomet 
ric performance, and so on. The 44 
page book contains, too, revisions and 
clarifications of previous specilications 
as well as tables of technical 
data. 


proper planning of 


cost by 


326 WW 


conunonly 


fluorescent 


relevant 


A new catalog of office furniture 
and equipment was released recently 
by Tyco Inc., mail order 303 
W. 54th St iS New York. 
the illustrated booklet 
ting materials, utility 
tables, work benches, 


dealers, 
Featured in 
are floor 
tables, 
clothes 


mat 
folding 
racks, 


= a 
—— re a a 
a _. 27 3 ca 
<2 2 
ae = 


file cabinets, storage shelves and cabi- 
nets, reception furniture, book- 
cases, Rotodex desk-top files, pen 
typewriter cleaning lighting 
fixtures, and intercommunication 
tems. In 
such 


room 
sets, 
devices, 
sys- 
addition, the catalog lists 


non-office merchandise as lawn 


ornaments, barometers, and binoculars 
\ brochure describing furniture 
equipment templates for planning office 
layouts, together 


ane 


with detailed instru 
tions for using them, is available fron 
their manufacturers, Kalex Corp., 3 
E. 46th St.. New York. Set forth i 
folder methods of 
managing office construction or 
projects by first 


the proposed: tloor arrangements 


the are efficiently 
reor 
ganization planning 
on a 
template layout board, and then photo 
stating the 
builders, 
in the 


guide to 


involved 


final set-up as a 
movers, and others 


job 


We worked 


diligently ... 


We expanded rapidly 


We were cramped 
tremendously . . . 


But... we're moving for 


efficiency! 


Thanks to only YOU, VUE-FAX CORPORATION is moving to larger quarters in 
Westbury, N. Y. There, we'll produce more swiftly the Vertical Visible Record 


Keeping Systems that save you up to 50% in Cost 


. VUE-FAX! 


A FASTER FACTS WITH VUE FAX / 


(4 


CORPORATION + 655 Main Street, Westbury, N. 


Represented Nationally By Over 200 Distributors 


MANAGEMENT AND EQUIPMENT 
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&e ORLAHOMA PLANNING & RESOURCES Bogy 


Oroms oF 
wan . 
Ane nO UtO et Newmans sere oe 
SOweces onc 


* 810"! coos MANOm ame brary Paes 


Mr. Paul gE, Maeder 
Remington Rand Inc, 
<6 Northwest First Street 


Oklahoma City, Oklahoma 


Dear Mr. Maeder : 


Plastiplate 
letters which =e y eeerts, publicity = 
Satisfactory, end out in quantity, 


r duplicating 
d information 
We find them most 


The durability 
Particular benef 
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... to keep your at fre Bernen 
organization fully informed! 


Multigraph Operator 


Like the Oklahoma Planning & Resources 
Board, which uses Plastiplates for the rapid 
preparation and quick dissemination of facts, 
you too can use offset copies via Plastiplates to 
keep your organization fully informed. 

The excellent results and great durability 
cited by the Board are inherent in Plastiplates, 
and can be easily and profitably harnessed to 
the “information distribution” phase of your 
business. You'll get outstanding results because 
Plastiplates’ plastic, “no-grain” surface makes 
them the nearest thing to stone lithography for 


office offset duplication. You'll get long, uni- 
form runs because this plastic surface is bonded 
to a tough pulp base. With Plastiplates, you 
get information to your field offices, factories, 
home office personnel and customers swiftly, 
and the neat appearance induces readership! 

Find out today how easily Plastiplates can 
help you produce clear, sharp, accurate copies 
of vital facts—how they help keep your organi- 
zation and customers fully informed, rapidly 
and economically. Mail the coupon for 3 FREE 
Plastiplates, so you can compare results. 


Room 2571, 315 Fourth Avenue, New York 10, N. Y. 
. FREE PLASTIPLATES AND DESCRIPTIVE Please send me 3 free PLASTIPLATES (j Direct Image ( 


Photographic 
Pn nl FOLDER... YOURS FOR THE ASKING! My duplicator is a eccrine OO . 
| use a i a typewriter with a 


} Fabric 2 Carbon Paper Ribbon. 
Plastipiate folder (DS 62). 
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SMEAD’S 


TELL‘I-VISION 


Reg. U.S. Pot. Off, 


ACCURATE FILES ARE THE HEART 
OF ANY BUSINESS 


Save “Sime! 


by using Smead's Tell-I-Vision filing system, you 
can reduce filing time. The alphabetical-color 
signal system for finding — and the numerical- 
color signal system for replacing — make filing 


easy, fast, and accurate. 
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SMEAD’S TELL-I-VISION SYSTEM 


REG. U. S. PAT. OFFICE 
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is SMEADS 


By using Smead's Tell-I-Vision filing system, you can — 
reduce filing time. The alphabetical-color signal 
system for finding — and the numerical-color signal 


system for replacing — make filing easy, fast, and 2, , ] wey) i, q A 


accurate. 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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EDITORIAL 


‘“NON-PRODUCTIVE?”’ 


WHAT'S the man doing? 

He’s eating his lunch. In an office. 

And why is he doing that? 

Because he’s too busy to go out. It often gets to be that way among office 
executives. He is just as busy as the factory boss who has to grab a bite to eat 
from a lunch pail because a big job is going through under pressure. But in the 
mind of the public and—most unfortunately—among some office people them- 
selves there is a feeling that the man with the lunch pail iy the more important 
character in our economy. It is the old distinction between those who are 
engaged in “production” and those who are not. 

“Production” and “non-production” have a way of becoming “productive” 
and “non-productive,” with the “white-collar worker” labeled “non-productive.” 

The old myth that there is a division in essentiality between office and factory 
people lingers on, to the detriment of the office. The factory has tended to be 
favored over the office all along the line until recent vears. In most industries, 
money is still spent far more freely for factory needs than tor office needs, and 
of course there is widespread justified complaint that the lot of the factory 
worker has advanced far faster than that of the ofhice worker. 

Ofhce management people know that the office and the factory are vitally 
linked together—that the typewriter and the adding machine are as important 
in productive achievement as the lathe or the hydraulic press. But we need to 
work harder at making the rest of the community realize this. 

A resolution for the New Year—let’s do something about “production” and 
“non-production.” 
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General Foods’ new headquarters in suburban White Plains could represent the office of the future .. . 


OFFICE IN THE SUBURBS: FORESIGHT OR FALLACY? 


MANHATTANITES passing through New York’s 
Grand Central Station may witness something new 
under the metropolitan sun during the next few years 

—the spectacle of office workers rushing to catch their 
suburban-bound trains in the morning, and returning 
home to the city in the evening after a hard day's 
work in the country. 

This reversal of traditional commuter direction— 
for some individuals at least—may very well be ac- 
complished if the present plans of many national 
companies to transfer their New York headquarters 
to nearby suburban areas should develop into a major 
trend. To some authorities, there is no longer any 
question: the trend has already been established. 

What are the facts? 

Although some offices have already been moved 
into the suburbs in New Jersey and Long Island, the 
most significant developments are taking place in 
Westchester County, the large, well-to-do, suburban 
county lying directly north of New York. A region 
of small, sleek villages connected with New York by 
rail lines and superb highways, Westchester for the 
most part is welcoming the transfer of office staffs and 
buildings, although it has always resisted any major 
industrial developments. Westchester is the county 
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By ROBERT M. SMITH 


OFFICE MANAGEMENT AND EQUIPMENT 


which has attracted most executives considering a 
transfer of offices, and which has also attracted the 
largest and most important companies. Analysis of 
what has happened and is happening in Westchester 
should show the extent and the significance of the 
trek to the suburbs. 

lo date, only three concerns with office stafls of 
200 or more have actually moved from New York to 
Westchester: Associated Reciprocal Exchanges, Im- 
proved Risk Mutual, and the Nestle Co. But Readers 
Digest, one of the nation’s largest magazine publish- 
ing enterprises, has had its main editorial and gen- 
eral ofhces in the Westchester town of Pleasantville 
since its first issue. 

And, most significant of all, companies which have 
started building already in Westchester or have 
bought land there in anticipation of a possible future 
move, include such owners of giant New York offices 
as General Foods, Union Carbide & Carbon, Standard 
Vacuum Oil Co., and General Electric. 

What are the factors behind the move? 

Most of the companies concerned say that they have 
made or are making the move primarily because of 
the increasing problem of finding adequate space for 
office expansion in New York proper. 
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General Foods, for instance, when it first opened 
offices at 250 Park Avenue in New York, needed two 
floors only. It now has ten in that building, and also 
has rented additional space in two Madison Avenue 
buildings, since no more room was available at “250.” 
Thus, the company’s main office is spread through 
three separate buildings several blocks apart. The 
office force at General Foods is still increasing, and, 
at the present time, the company finds itself without 
adequate conference rooms, or even storage space in 
its scattered city offices. 

To meet its problem, General Foods appointed a 
“task force” in 1949 to find a new location for its gen- 
eral offices. Although other cities were considered, 
the first major decision made was that the company’s 
headquarters would have to remain in the New York 
metropolitan area, because of the city’s pre-eminence 
as the business and financial center of the country. 
The question was: where in the metropolitan area? 

The Greater City’s “bedroom boroughs’’—Brook- 
lyn, Queens, the Bronx, and Staten Island—were all 
considered and rejected as a site for new, consolidated 
offices. Then the planning committce went on to 
what it called the perimeter of the New York 
area—the ring of suburban communities surrounding 
the Greater City. White Plains, county seat of West- 
chester and transportation center of the county, was 
finally selected as the location for the new office 
building. 
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still have waiting lists 


In greater or less degree, the General Foods story 
has been that of other major companies, although 
General Foods, as one of the originators of the current 
movement among very large concerns, has progressed 
much farther with its plans than the other compa- 
nies. Most of them have selected White Plains as 
their new location. 

White Plains is a small city, rather than the village- 
suburb most typical of Westchester. Nearly one hun- 
dred trains a day connect it with the city 23 miles to 
the south. Easily available from all parts of West- 
chester, and even from neighboring Fairfield County 
in Connecticut, it is a natural choice for major office 
developments in the county. 

But White Plains’ accessibility to all parts of West- 
chester emphasizes another major factor in the move- 
ment of large offices to the country. The picture of 
New York dwellers commuting to the suburbs to work 
is not really likely to develop: what companies anti- 
cipate is that their employees will move with them 
to Westchester, and that those who do not move can 
be replaced locally. 

This is admittedly one of the doubtful factors in 
the moves being planned. Westchester is the wealthi- 
est county per capita in New York State, and the pool 
of available personnel for the least well-paid office 
jobs is apt to prove small there. Approximately seven 
thousand students are graduated yearly from West- 
chester high schools, and of those fifty per cent go 
on to college or some other form of higher education. 
By the same token, Westchester has few cheap resi- 
dential areas, and it may well prove that the largest 
loss in employees will occur in precisely these lower 
echelon groups. (To next page) 
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Dots represent companies which have already moved to 
Westchester, or bought land there for a possible move 


This new building is being constructed for Improved Risk 
Mutuals in White Plains 


Bolsey Corporation office employees will work in this castle. 
originally imported from Scotland, in Tarrytown 


To a degree, this is a calculated risk the compa- 
nies making the move are facing. One reason behind 
making the transfer could very well be an unspoken 
conviction that it will be easier to get and keep top- 
grade office personnel in a suburban area where a com- 
pany can build its own building and have all the space 
in the world for niceties now unknown in most ofhces. 
The General Foods building will have game rooms 
and lounges where employees may meet families and 
friends; cafeterias and dining rooms will eliminate 
the noon rush to crowded New York restaurants. 
Other companies are planning club rooms within 
their buildings, scheduling social programs, and lay- 
ing out tennis courts and baseball diamonds on the 
grounds. 


A recent article in Fortune magazine attributed the 
trek to Westchester primarily to a desire on the part 
of top executives, many of whom now live in West- 
chester or nearby Connecticut, to have their offices 
within easy driving distance of their homes. If any- 
thing, the hope of tying salaried office personnel more 
closely to the company would seem to be the more 
compelling reason for the move. 


Thus, to a degree, ofhces, which today tace an un- 
precedented shortage of staff, seem to be repeating 
the pattern of major manufacturing concerns which, 
during severe war-time labbr shortages, competed 
each other for employees by constantly extending the 
recreational and social benefits available through the 
company. 


In any event, employee morale is a major factor in 
the thinking of all the companies planning the move. 
General Foods, which does not plan to transfer to 
Westchester until sometime in 1954, has had for 
some time a Housing Office to help employees find 
new living quarters convenient to White Plains, and, 
if the worker owns his own home now, help him 
dispose of that. If the company agrees that the work- 
er’s present home is so far away from the new location 
that he must move to stay with the company, his mov- 
ing expenses will be paid. If he has to move his home 
before the company moves, or cannot leave it until 
after the company transfers, his commuting expenses 
will be paid from home to work for any period up to 
six months. 

And, employees who cannot or will not consider 
working in Westchester have been promised the com- 
pany’s aid in finding jobs in New York similar to the 
ones they now hold. 


... while the Nestle Company plans its own oflice building 
in White Plains 


ae Son 
Seserrerenrnon 
Prerrercerneron 


erer 


January, 1953 


Con" a a rope | lee [he ee a ae hs. eee Se ee a oP 
. 7 : ee aay pete Lo" as. : a ae “a eras oe A. eS CS rr et re Smee Sagar 
% \erseming f , 
re. t ts 
3 } ' va 4 
rei 
one 
Ds 
oe 
oP: 
Gist _ ‘ 
‘a ' 
* 
= 
Chey 
7 i i 
4 
ie; . . 
ie ce : 
= 2 { r , 
bi a Promecseeeeaging. \ °*S ee \ ( : \ 
bs - bd , / > ‘ - « 
“ iy ae en? aie of \ ™ ; } eoay 
eet Save f ey / \: Sis f 4 Y 
~s we x / . eve 
ae Pty i ies . / ss tej 
‘ ary a ores fo Se o ™~\ ” x [ a - 
ae a pe ee ie. 2 Ee ey 
2 ’ =a “= } % 4 w! “¢ /\ canines / Ly) r 
: F j SS 
oo of AT 4 eg’ 
» e as ae os a | f 
y SS oom fs Ng 4 a ie a —/f one 
a: eae ne 4f- ‘ e's b ? 
na a Pate tte ; wo? Pg th | é. 
a res + J-£ *s / z ef 7 
hy 2 SE 5, ee rf) o MR" 
2 : ° ML 0° is ary GF 
= Re pw Mes \ 2 nae 
i a of ig « ma ie 
“ J x i 6m 
eagle va i MOUNT ; =! ~< J 
AD < fe : * 
4 a VERNON 4, <¢ 
kK Ve. goons! 2) p 
p On Ss « s \ he 
We “ao * g 
» “hey Nr, %a 3 ke 2s 
a 
ce ee 
Bop ig 
ci fer ce 
aC ees | 
Bf aie ‘ 
Mi Meare: ‘ fat o : 
Lane 7) iy *¢, : E \, er oM 
Ae Mies fe | ete ; ‘ at ao : 
Pe 4 s tol oo P | 
be ‘ $4 : ¥. Enka Bas i Me 
ft te ; ¥ a a —. te 7 : 
7 Pa Lae * “g ar if : = A 
te SNe S94) By casas 
hy ‘ EW atythee Site + et Iya 7 
* i: 7? aa a . = 
q we om® a 4 } 2 
‘ ~ - We a >} 4, ie ; , 
Se " — aaubiis —_ 
Be | - Speen mr mRNA > 
ai: ee 
Bey 
7 I 
Et ay a 
sayfa SD Gals 8 
jie ae ? *? Pee * ¢ 
ro) > - Ean“ 4 * 
iP nes i | t.. | ee 
" Js .. - o4 +. a 
a0 bee SS fe ae 
“|. ye , FE na 
‘9 s Ry ‘ : > ’ ‘hg * i 
whe aan . ” = a . (A Ra” 
i —_= 3 ae” he + te v a " Ps - “ r . : 
7 ee me oe wit 4 >. ea 4 - sage 
‘ae 2 ! - oye cae We & si hin. tvinie eh a 
ee oe Rises Dl Nore Sy a= Z a toa nrorerare 
{ : gy i - * aes . See jae ‘3 i. ‘ . ry 4 croporeor Lf =, ‘ > LJ 
ea P iT a a FS - uo be Tag = hoe j ee . oe " 
i. WED +. Feo. 2. g S ea al 
‘fies he - P Pas .! Sie hat . —— atm A 
Ly ' i ‘2 ve - —_ : a 
Ve ' te b; { = ia ot , _— i ~,. 
i 7 rp pe eS a L_-gsed J 4. * em. Sieger er 
u aye eee I; heal & b — 
a il a oats eaehey " 
ato 
ao ee . ' 
et uy 24 OFFICE MANAGEMENT AND EQUIPMENT Eee 
oe y 
Rey 
ete 
Lapis 
an ae e.. 4 : ‘ mr ; ieee ob. 2 ee oe t b Th ina Xin 1s i 8 ieee Poe i Pes Bi . a Figs: oe 2 3S ie Ji ee 
oa Boe) Sas ee FES ee) | eee ee. cy a ye ae i meet ae | Ape ae 
Py Ee a 4 B40) 9 CS oh a "4 ae. ’ ee Pe 7 ras otis j Sate Pi ie. war 
ie oi <e ida 4 7 fo slg en. “sae fe. ay Bits ee ee a e ot Hig lsat = Pere - 


Generally, every effort is being made by companies 
to keep their old personnel, but every concern recog- 
nizes that some loss is inevitable. Associated Recip- 
rocal Exchanges, which moved to Port Chester in: De- 
cember, 1951, anticipated this’ problem by a policy of 
hiring only people who lived in Westchester as new 
employees from early 1949, when the move was de- 
cided on, until the transfer had been completed. In 
order to attract Westchesterites to employment with 
the company while its office was still in New York, 
this insurance firm even paid commutation costs for 
its new personnel until the move had been made. 
When the new oflices were finally opened, only two on 
three of the company’s 200 employees were unwilling 
to make the change. 

Other companies will probably follow simila 
plans, and most of them are counting heavily on an 
evening-out process to compensate them for the em- 
plovees they may lose; they feel that so many people 
living in Westchester and now commuting to work in 
New York would prefer to work near their homes that 
they will easily find wained replacements for any em- 
ployees lost. 

The basic distinctions between managing a large 
office in a suburban or rural environment, and run- 
ning the same office in a metropolis may also aid 
harassed personnel managers. In the city, most of the 
companies which have moved or are planning to 
move have been tenants in skyscraper office buildings 
designed for general office use. When these compan- 
ies move to the suburbs, they are owners moving into 
low, horizontal buildings designed to their specifica- 
tions, and with their individual requirements consid- 
ered. Such offices should function more efhciently and 
so, to some extent, not require as many workers in 
the lower clerical categories. 

For example, General Foods now uses a corps of 
messengers to move papers and records between its 
various departments in three New York buildings. In 
its new headquarters in White Plains, pneumatic 
tubes and mail drops will handle a large percentage 
of these routine transfers. Similar economies in other 
departments may cut the number of basic clerical 
workers needed by companies moving to the suburbs. 

This does not mean, however, that the total num- 
ber of employees will drop. On the contrary. When 
a company moves into its own building on its own 
luad, it adds to its responsibilities the role of a coun- 
try landlord. It must hire a maintenance staff for its 
building, and gardeners for the grounds. Because 
there will be frequent visitors from New York, and 
frequent trips by executives to New York, a motor 
pool is often necessary to connect company offices 
with the local railroad station. A cafeteria or dining 
room for emplovees usually has to be included in the 
new building, staffed, and managed. 

All of these factors may cut or even offset com- 
pletely any possible construction savings the average 
large concern may make by moving to the country 
rather than building its own skyscraper in Manhat- 
tan. However, in the long-term view, future con- 
struction economies are possible: a suburban office 
surrounded by acres of company-owned land, can be 
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Readers Digest magazine, established in Pleasantville, 
proved a suburban office could run a national operation 


Airview of White Plains, with land owned by General Foods 
appearing in center foreground 


expanded much more cheaply and easily than can 
ofhce space in a company-owned skyscraper. 

The whole answer, actually, lies in the future. It 
is much too early to call the growing interest of some 
major companies in suburban ofhces the sign of a true 
trend. To date, it is almost entirely a New York phe- 
nomenon; few other large cities are losing important 
offices to their suburban areas. And even in the New 
York region, investigation shows that what seemed at 
first like a general exodus is actually nothing of the 
kind vet. 

Of all the major companies openly discussing a 

(To page 62) 
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Socony-Vacuum has developed vari-typing and drafting of forms to a fine art... 


Unnecessary forms, files and procedures 
may be wasting your time and money— 


WHY NOT STREAMLINE YOUR RECORDS? 


First of three installments by RUSSELL JACKSON 
Senior Methods Analyst, Socony-Vacuum Oil Co 


Il HAS BEEN my pleasure, in the past two years, to 
discuss records with hundreds of executives from a 
wide variety of business firms, industries, and gov- 
ernment agencies throughout the country. Uppermost 
in all minds was one major problem—preservation. 
This, of course, is not a new problem. There has 
always been an element of danger—a percentage of 
casualties—from previous wars, fires, floods and other 
catastrophes. The problem today, however, requires 
a modern solution in view of today’s awesome condi- 
tions: the atomic age, the Korean war, the Iron Cur- 
tain. Technical records take on increased importance 
i Russell Jackson that is vital to the security of organizations, individ- 
a uals, and the nation. 
Two outstanding facts that complicate the problem 
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- .. and filing to a highly efficient science. 


are the tremendous volume of records and the cost of 
protective measures. Methods of dealing with them 
will be more fully dealt with later, but at this point, 
it is obvious that the only sensible approach is to 
select for preservation just those records which are 
essential. 

It comes as a surprise and revelation to many when 
they discover that essential records comprise a com- 
paratively small percentage of the total used and re- 
tained in most organizations. This condition is the 
inevitable result of the huge tidal waves of new rec- 
ords that crash upon the shores of American industry 
and government every minute of the day. The winds 
that stir the waves to continually greater heights are 
not created exclusively by official Washington. More, 
many more, emanate from the pentagons of business, 
education and local politics. Ever increasing volumes 
stream forth from offices, factories, stores, farms, and 
many other sources throughout the nation. 

The cost cannot be measured in money alone. 
Millions of dollars are spent daily for a great deal 
more than that small percentage of records that ac- 
tually contribute to man’s needs and progress. Con- 
sider, for instance, the enormous waste of materials 
and labor consumed by the myriads of records that 
are created or retained needlessly: lumber from our 
forests; mills to transform it to paper; machinery to 
cut and print forms; steel, wood, and stone to make 
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file cabinets, buildings and other storage facilities, 
and, at every step of the way, labor, transportation, 
power, light, heat, taxes, and many other items. 
This fruitless waste of materials and labor is, in 
effect, doubled by loss of the money spent for un- 
necessary records which might otherwise be used for 
more productive purposes. Here is actual proof of 
the axiom that waste begets waste. It is one example 
of the many problems that still confront our leaders 


Socony’s Research and Development Department 
at Paulsboro, N. J. 
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Controller's department at Socony’s New York office 


in business, education, and government in a nation 
that has already wasted much of its forests and farm- 
lands—a nation that continues to waste its food, live- 
stock, raw materials and countless other things on a 
very large scale. 

The cost of waste is reflected, not merely in highe: 
prices to the consumer, but in our very standards ol 
living. If all the labor, materials and money now 
wasted were diverted to productive channels, many 
projects in fields of science, medicine, education, and 
religion could be furthered. America’s present con- 
ditions could be greatly improved and extended to 
millions of less fortunate people. 

The nation is well aware of this situation. Waste 
in governmental activities was a major issue in last 
year’s Presidential campaign, particularly because of 
its effects on the tax dollar. The mention of the word 
“taxes” is enough to raise the national blood pres- 
sure at any time. Most people think immediately of 
income, sales, and excise taxes. Many think also of 
hidden taxes that are part of the cost of everything 
they buy or use. 

‘There are very few, however, who think of the 
amount their pocketbooks are taxed—not by the gov- 
ernment—but by the cost of records inherent in the 
price of every article or service. That everyone should 
be concerned about the cost of records is all too obvi- 
ous to those who have the responsibility for keeping 
these costs at a minimum. There is hardly a person in 
the United States who is not affected by the planning 
—or lack of it—that underlies the creation and _re- 
tention of records. 

In our highly competitive economy, there is un- 
ceasing effort to provide more and better merchandise 
and services at minimum cost to the consumer. No 
business firm can long remain profitable if its com- 
petitors produce comparable quality at a lower cost. 
Engineers, scientists, technicians, and executives, fully 
aware of competition, constantly seek answers on how 
to improve methods, how to increase productivity, 
how to eliminate waste. The motivating force is to 
meet and beat competition by reducing costs. 

When industry applies its brains and plain hard 
work to this purpose, the results are benefits which 
improve the general standards of living. There is, 
perhaps, no better example than the price of gasoline. 
Today’s gasoline is vastly superior to that of a quarter 
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century ago, but the price is about the same, even 
with taxes included which did not exist years ago, and 
despite wars and inflationary spirals. 

Phe laboratory and plant are the natural fields tor 
pursuing the twin objectives of better products and 
lower costs. There is, however, one other fertile field 

records. Since records are a part of every process 
(planning, developing, transporting, selling, collect- 
ing), the cost is no small factor in the final price ol 
every article or service. 

In the effort to keep pace with technological devel- 
opments, there is often too little consideration given 
to the enormous proportions of unessential records 
that are created, duplicated, overlapped, or retained. 
Che extent of waste and the cost effect is obvious. 

There is only one solution—records control. 

Management: Records control gives every organ- 
ization the energizing effect of the morning sun. It 
penetrates the darkness of inefficiency, dissipates the 
log of waste, lights the road to lower costs, generates 
the power of smoother operations, stimulates the 
growth of a more productive organization. 

Records control, fundamentally, is cost control. 
With sensible control over all cost factors involved in 
the creation, use, and retention of records, it fulfills 
its major objectives: a) to provide for the accurate 
recording of plans and operations, b) to protect es- 
sential records against loss, and c) to contribute to 
the history of events which advance the progress of 
the organization, the nation, or mankind. 


Records control starts with management. Maxi- 
mum results are obtained when good records manage- 
ment is established at the top management level. This 
is the first important stride towards cost control. Any 
step which falls short of this full stride will falter on 
the rocks of conflicting viewpoints, indecision, weak 
authority, and ineffectiveness. 


Most people who are closely related to a particular 
department or operation in any organization are in- 
clined to overrate the importance of their own rec- 
ords. ‘To overcome a natural tendency to create or 
retain too many unessential records, an independent 
program from an organizational or company-wide 
viewpoint is needed. 

Planning, developing and coordinating a records 
management program should be handled by someone 
with a broad knowledge of the organization’s struc- 
ture, objectives, policies, and systems. The person 
responsible should be capable of acting in co-opera- 
tion with other executives or in a committee vested 
with authority to formulate policies such as the extent 
to which security measures are to be taken, the point 
at which to take calculated business risks, the de- 
termination of legal requirements, and so forth. 

A complete records management program involves 
every phase of activity in the creation, use, and reten- 
tion of all records in the organization. 

Creation: Vhe first limitation of the human mind is 
the fact that it cannot remember its own birth. In a 
somewhat analogous situation is the executive who 
contemplates the vast assortment of records in his or- 
ganization and wonders how so many were ever cre- 


ated in the first place. (To page 67) 
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A NEW OFFICE? 
DESIGN IT YOURSELF! 


THAT'S WHAT ONE EXECUTIVE DID 
—THE RESULT IS THIS NEAT, 

EFFICIENT WORK PLACE THAT IS LAID 
OUT JUST THE WAY HE LIKES IT 


ONE GOOD WAY of getting a suitable office is to 
. design it yourself and supervise the installation of 
furnishings and equipment. This is the happy formu- 
la followed recently by F. U. von Schrader, president 
of von Schrader Mfg. Co., Racine, Wisc. Almost from 
the time his firm acquired its own property, factor- 
ies, and offices, the idea of planning the place just the 
way he liked it stirred tantalizingly in the back of 
Mr. von Schrader’s mind. Finally, last vear, he took 
action: he conceived and directed a stem-to-stern  re- 
modeling job that transformed his offices into an 
efhcient, bright. and modern place to work. 

The basic area he began with was situated in a 
group of old industrial buildings which housed facili- 
ties of his own firm together with those of several 
other manulacturing concerns. Phe development is 
known collectively as the Racine Industrial Plant. As 

(To page 70) 
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Uncluttered is the word for the von Schrader offices. 
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Reception area, too, was planned by Mr. von Schrader 
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Miss Jessie Pistani, one uf North American’s accounting department employees, operates 
one of the machines which have simplified the company’s accounting procedures 


Machine installation for handling of complicated 


accounting requirements now provides 


SMCOTH SAILING FOR THIS SHIPPING LINE 


By RALPH R. MATREGRANO 
Chief Accountant, North American Shipping and Trading Co., Inc. 


IN THE STEAMSHIP BUSINESS these days, clear 
sailing at sea calls increasingly for smooth, efficient 
bookkeeping on land. 

Most of the men and women who read this may 
have little to do with the operation of steamships. 
That doesn’t matter a bit. What may interest them 
is the fact that we are saving over $7,000 a year and 
attaining greater efficiency through mechanization of 
our bookkeeping records, and that we feel the same 


possibility must exist for thousands of other com- 


panies, whether they sail ships, make vacuum clean- 
ers, construct skyscrapers, pack salted peanuts, or what 
have vou. The fundamental principles are the same. 
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Our problems are far from simple, as the following 
“before and after’ review of certain phases of our 
work shows. 

ALLOTMENT ACCOUNTING 

Naturally, when men are out to sea for any length 
of time, they want to have a part of their income 
given to their wives or other dependents every month. 
[his means preparing an allotment journal, writing 
checks, making a check register, posting each entry to 
an individual ledger card for each seaman, and post- 
ing all entries to the allotment ledger kept for each 
vessel. 

The amount of duplicated effort we had in hand 
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Figure 1. Hours of time are saved every day through mechanization of 
the company’s allotment payments 
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Figure 2. Eight forms are made at one time as the agents’ disbursement journal is 
prepared: the journal itself, the check register, the check, the check stub, the bank 
ledger, statement, customer's ledger, (beneath statement), and a distribution ledger 


posting all these records separately was simply stag- all finished. Obviously, chances ol error are great, 
gering—yet we never realized it until we looked into Figure 1 shows how we do our allotment work now. 
the possibility of a machine for the work. We were Six records are prepared simultaneously on our NCR 
always three months or so behind in posting, but this Class 31 machine*: the allotment journal, a check 
factor was unimportant in comparison to the problem register (which is the left side of the journal), the 
of tying in all these records once we did catch up. check, the check stub, the seamen’s allotment ledger, 
When you stop to think about it, this is the real rub and the vessel allotment ledger. At the same time, the 
in any hand posting system. Not only does pen-and- balances to date for both ledger cards are automatic- 
ink work involve repeating the same information ally computed and printed by the machine, and the 
over and over again on different records, but then journals are added. All records must be the same, and 
you also have the job of tying them in when you are * National Cash Register Co 
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including vouchering, 


must tie in, because they are all made at one time. 
Note also that the checks are dated, numbered, and 
protected automatically by the machine. 

There is the contrast: the basic difference between 
hand and machine work that has enabled us to cut 
down from five posting clerks to only two, with the 
aid of a single accounting machine. Over the ten-year 
depreciable life of the equipment, this means a saving 
of at least $70,000 for the company. 


AGENCY ACCOUNTING 


The same transformation has taken place in agency 
work. We operate vessels as agents for other com- 
panies. (One of these vessels, incidentally, is the larg- 
est tanker afloat—the World Concord.) 

Our old method was to write disbursement checks 
by hand, with a complete description being entered 
on the check stub. Then, from the stubs, we posted 
a cash disbursements journal. From the cash disburse- 
ments journal, we posted to individual accounts main- 
tained for the vessels. From these vessel accounts, 
statements were drawn up by hand at the end of the 


; cy = sa ila eT 
— “igen tt 4 er ESR no , Em ienghh set ae 
eat Py Al Fiz . ee a, 2 
es ce A re 
One of the vessels which North American operates as an 

agent is the World Concord. largest tanker in existence 


Figure 3. The entire accounts payable job may be done at one time, 
distributing. 
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check writing, and journalizing 


month. The statements had to be done by hand first, 
because the vessel accounts had to be analyzed by 
men who could pick out errors. (In posting from the 
cash disbursements journal to the vessel accounts, for 
example, items were frequently charged to the wrong 
account.) Then, finally, the statements were typed. 

A glance at Figure 2, which pictures our agents’ 
disbursement journal, will show how huge an improve- 
ment has been made through the use of our new 
machine. The journal itself, a check register, the 
check, the check stub, the statement, the vessel account 
(beneath the statement), the bank ledger, and a dis- 
tribution ledger showing what the expenditure was 
for—all eight of these records are made at the same 
time. Balances on the bank ledger, statement, vessel 
account, and distribution ledger are all computed and 
printed automatically by this machine. Needless to 
say, the new system saves us hours of time every day, 
and is far more accurate than the old method. 


ACCOUNTS PAYABLE 


Again, on accounts payable, all records are made 
simultaneously by machine (See Figure 3). Our pres- 
ent set-up allows us to 1) voucher, distribute the ex- 
pense, and write the check all at one time, 2) just 
voucher and distribute, without writing the check 
immediately, or 3) write checks only. 

We are planning now to do payroll and general 
ledger accounting by machine, too. Our machine, we 
find, has great flexibility, since all of its functions are 
controlled by a “form bar’ on its front. These form 
bars can be changed in a matter of seconds and pre-set 
to do just about any job required. 

The writer must admit to having had rather strong- 
ly skeptical views about how well mechanization 
would turn out for us. That skepticism has been 
turned into an even stronger enthusiasm for machine 
accounting, and what it can do. 
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Suggestions systems specialists from leading American business concerns who were elected as officers 

and directors of the National Association of Suggestion Systems for 1953 are: Seated, from the left, 

G. W. Haag; C. J. Peck, Jr.; G. H. Thobaben; A. W. Egner; D. G. Morse; J. E. Horton; and 

L. J. Alger. Standing, from the left, are: R. J. Haynes: T. A. Anderson; J. W. Hendershott; R. L. 
K 


irk; H. W. Greenbaugh: H. E. Wise; W. E. Fischelis; and R. T. Pfeil 


SUGGESTION SYSTEMS COME OF AGE 


Now they play major role in 
employee relations, experts 
say at Chicago meeting 


“SUGGESTION SYSTEMS are no longer a brokerage 
organization for mere utilization of employees’ ideas. 
They have grown up. They are a tool for the im- 
provement of employee relations.” 

This statement, made by G. W. Lee, National Bis- 
cuit Co., as part of a forum at the recent tenth annual 
convention of the National Association of Suggestion 
Systems, served to sum up the feelings expressed by 
more than 800 persons who attended the meetings 
in regard to the position and progress of suggestions 
programs as a management tool. The affair was held 
at the Drake Hotel, Chicago. 


In speaking of a suggestion plan as a “brokerage 


Charles Woodworth, of the McBee Co., accepts the plaque 

won by his concern for the best piece of literature urging 

employees to submit suggestions, from William E, Fischelis, 
chairman of the NASS Merit Awards Committee 


organization,” Mr. Lee recalled the association's early 
days and the development of suggestion systems as a 
whole. During World War II the overshadowing 
value of employee suggestions was in increased pro- 
duction, he asserted. After the war, in a period of 
disturbed industrial relations, suggestion systems be- 
came a symbol of the industrial partnership of labor 
and management, Mr. Lee continued. Formerly an 
“intangible by-product,” the industrial relations as- 
pects of suggestion programs became a major value, 
he said. 

As the nature of suggestion programs have changed, 
it was pointed out during the convention, so have the 
means of carrving them out. At the 1943 convention, 
a show of hands revealed that go percent of the par- 
ticipating firms favored a system whereby the identity 
of the suggester remained unknown to management 
personnel and the suggestion committees involved. 

(To page 73) 


Fred A. Denz (left). of Remington Rand Direct Sugges- 
tions Division, the first secretary of the association, and 
Ezra S. Taylor, the first president of the group. Both are 


now members of the advisory 
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@ solid teakwood paneling 


@ rich leather-covered furniture 


@ brick-red carpeting 


Convex glass panels are featured in reception area 


are just a few of the 


outstanding features in 


NATIONAL DAIRY’S FINE NEW HOME 


HANDSOME AND DIGNIFIED are apt adjectives 
for the newly occupied offices of National Dairy Prod 
ucts Corp. at 260 Madison Avenue, New York. Here, 
natural handrubbed teakwood paneling, brick-red 
chenille carpeting, printed linen draperies, mahogany 
breakfronts, a hundred other smart little touches 
blend into the warm and rich-looking layout that is 
illustrated on these pages. 

Though most of the furnishings are new, the com- 
pany utilized existing furniture where feasible. Of 
the six executive offices, only those of the chairman of 


the board, and president, are new. Furnishings are 
also new in the board room (with the exception of 
the wide, sleek 27-foot conference table), the recep- 
tion area, and the test-kitchen dining room. National 
Dairy, which occupies five floors in this new 22-story 
office building, chose the contract division of W. & J. 
Sloane, New York, to handle the furnishing and deco- 
rating of all executive space. Working with Sloane 
was architect William Stohldrier, also of New York. 

The company’s offices were previously located at 
230 Park Avenue. 


Forty-six tobacco-brown glazed leather chairs surround this table in National Dairy’s board room 
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Wide windows, printed red and brown linen draperies, brick-red chenille carpeting harmonize at- 
tractively here in the office of L. A. Van Bomel, chairman of the board. The large bow-shaped 
conference-type desk is of Georgian design. Three kinds of chairs are used in the office: brick-red 
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leather tub chairs. Chippendale chairs with brown seats, and a tapestry upholstered swivel chair 


Another view of the board chairman’s office. A traditionally- 
styled breakfront stands before a wall of handsome hand- 
rubbed teakwood paneling. Atop the breakfront are statu- 
ettes of a bull and a cow, symbolic of the two domestic 
animals upon which this dairy company has been built 


Test kitchen dining room. Here Chippendale chairs with 
yellow glazed leather seats blend with a carpet of mustard 
gold. Walls are covered with blue and gold French Chin- 
oise wallpaper; the toile draperies are printed with the 
same design. The long dining table is a 3-pedestal model 
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FFICE 


AGEMENT 


ASSOCIATION EVENTS 
AMA Conterence Debates Electronic Offices. Dec 
By Walter A. Kleinschrod 


Othce Furniture Week—What It Means. — Oct., 


*9 p- 


»- 34 
Record Number of Exhibits Displayed 
At 1952 National Business Show Dec., p. 32 
SPA’s Most Successful Meeting Dec., p. 30 
LAYOUT AND EQUIPMENT 
Electronics in the Office Aug, p. 20 
By David Sarnoff, chairman of the board, 
Radio Corp. of America, and John 8. 
Coleman, president, Burroughs Adding 
Machine Co. 
Tradition Bows to Fresh, New Decor Oct., p. 28 
Versatile Partitions Sept., p. 28 
What Does a Modern Office Cost? 
(first in a series) Aug., p. 24 
Factors Involved in Office Design 
(second in a series) Sept., p. 32 
What is Involved in Office Design? 
(third in a series) Oct., p. 32 
By Homer B. Harrison, 
Kenneth H. Ripnen Co. 
LIGHTING AND COLOR 
Put Your Office to Work (part 1) Aug., p. 30 
(part 2) Sept., p. 26 
By Howard Ketcham 
NEW OFFICES 
Banking Ofhces Transformed Sept.. p. 24 
By Andrew Duane 
Honor “Office of the Year” Winners Dec., p. 20 
1952 Winners of “Office 
of the Year” Awards Oct., p. 24; Nov., p. 20 
Office in the Round Sept., p. 24 
By H. K. Darby 
Othce Made of Wood July, p. 30 


By H. K. Darby 
Vast, Quiet, Speedy! 


PERSONNEL 
Are You an Underpaid Executive? 
By Lester Rigby, Fisher, 

Rudge & Neblett 


General Foods’ Phone and Mail Directory Aug., 


Pp 
The Insecurity in Security Dec., p 
What of Marginal Workers? Aug., p. 


By R. E. Heidebrink, 
So-Lo Marx Rubber Co. 


36 OFF.CE MANAGEMENT AND EQUIPMENT 


Sept., 


Nov., 


Bank's “Arsenal of Security’ for Records 
Cost-Cutting Controls in Records Management 


Measuring Punched Card Machines 


Noise Costs Money! 


Personnel for Punched Card Svstems 


SEMI-ANNUAL INDEX 


July-December, 1952 


SYSTEMS 
July, p. 5 


By Emmett J. Leahy and Arthur 
Barcan, National Records 
Management Council 


(part 1) July, p. 28 
(part 2) Aug., p. 33 
(part 3) Sept., p. 30 


Decentralized Filing With Central Control. July, p. 22 


By Walter A. Kleinschrod 

! Sept... p. 20 
By Raymond Hunt, Prudential 

Insurance Co. of America 

July, p. 24 
By Melvin E. Krampf 

July, p. 20 
By W. P. Lwingston, 

Bankers Trust Co. 


Space Control “Pays Of” in Federa! Othces Dec.. p. 24 


By Jess Larson, 
Federal Services Administration 


Systems and Procedures 
for Management Control 


Orct., p. 20 
By J. B. Joynt, 
American Enka Corp. 


Office Management and Equipment 
on Microfilm 


Office Management and Equipment is one of 
the business and professional magazines selected 
by University Microfilms, Ann Arbor Mich., for 
recording on microfilm for library use. Each 
roll of film contains the entire contents of a 
year’s issue of Office Management. Rolls for 
1950 and 1951 are now available and 1952 is 
on the way. For all information address: 


Office Management and Equipment 
212 Fifth Ave., New York 


1953 


January, 
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COLE'S mew = A 


Comcooleld 


— VAULT 


The “MERCHANTS” File tt 
SAVES TIME... ie 


All your records at your finger tips ‘ 4 | 


SAVES MONEY... het 


Prevents pilfering of supplies and tools 


3 
REALLY PRIVATE... ‘ 


Concealed vault safeguards your valuables 


A heavy guage steel cabinet containing two : yar 
ball bearing letter files, index drawer for i Fe } 
3x5 or 4x 6 cards (3200 cap.); 2 adjustable EYE , 
compartments under lock and key; steel safety “> ad 
vault with large vault size dial lock (only YOU oe 


know the combination). 


32” high, 30%” wide, 17%2” deep. 
Olive green or Cole gray, baked enamel. 


NO 1370 0 W ‘ a 


With plunger lock which automatically locks 
all drawers. No. 1370PL...... $57.45 


Groined walnut, mahogany or knotty pine finish $12.50 additional. 


COLE | STEEL ne COM PAS tg 
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“COMBO” UNIT Letter size 


No. 700 consists of two letter size 
files on sanitary base 
30'2" high, 16” deep 


CARD and LETTER FILE 
No. 702 has two letter files plus 
two 4 x 6 card drawers (3200 cap.) 
on sanitary base. 


3634" high, x 16’ deep. $37.45 
CARD and LEGAL FILE 


No. 703 has two legal files plu; 
two 5 x 8 card drawers (3200 cap.) 
on sanitary base 


372" high, x 16” deep. $44.25 


wide, x 


“COMBO” UNIT tegai size 


No. 701 consists of two legal size 
files on sanitary base. 1874" wide, 
1834" wide, x 


or Cole gray finist 


avaiiabie in olive 


The cabinets illustrated on this and the opposite pages represent 
only a few of the combinations made to meet your own particular 
needs. They can be interlocked with standard 3x5, 4x6 or 5x8 
card cabinets. Cole‘s ‘Interlock’’ units are small enough to fit into 
any closet or corner, yet large enough to house any filing system. 


ONE DRAWER CABINET 


A smooth gliding, roller bearing drawer file for personal use in 
home or office. Made of heavy gauge steel. Equipped with spring 
compressor for record protection. Can be interlocked with other 
units of Cole’s “‘interlock’’ system. Build them higher as your 
business grows. Olive green or Cole gray. 


NO. WIDE HIGH DEEP PRICE 
11] Letter Size 1434" 121" 16" $12.50 
222 Legal Size 1834" 12%" 16” 14.50 


PRIVATE SAFETY CABINET 
A heavy gauge steel safety cabinet protected by lock and key 
for housing private papers and other office records. Olive green 
or Cole gray finish. 


NO. WIDE HIGH DEEP PRICE 
121 1434" 12%" 16" $12.50 
15] 1834" 12%" 16" 14.50 


LETTER FILE & SAFE UNIT 


No. 704 has a letter file plus a 
private safety cabinet with lock 
and key. 1434” wide, x 30'2” high, 


x 16” deep. $30.25 


“COMBO” UNIT No. 706 


Has a letter file, a private safety 
cabinet with lock and key plus two 
4 x 6 card drawers (3200 cap.). 
1434" wide, x 3634 high, x 16” 


deep. $37.45 


LEGAL FILE & SAFE UNIT 


No. 705 has a legal file plus an 
extra large private safety cabinet 
with lock and key. 1874" wide, x 


30'2" high, x 16” deep. $34.65 


“COMBO” UNIT No. 707 


private safety cabinet with 


high, x 16° deep 


Has a legal file, an extra large 


and key plus two 5 x 8 card draw 
ers (3200 cap.). 1824’ wide, x 3712" 
$44.25 


LOCKS for all units or 


pages $2.10 per drawer 


STEEL EQUIPMENT COMPANY 


es ep 


285 Madison Avenue, 


bi , 


‘New York 


17, N. 7 \ 
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Above contains removable 
center drawer steel partition. 


“LEGAL BLANK” CABINETS ADD-A-SECTION 


Used for electros, engravings, legal forms, letterheads and Cole’s popular interlocking units will save you 
other office forms. Heavy steel, full length drawers equipped time and valuable space. Designed so that you 
with rear hood for protection of contents. Nickled drawer 
pulls and card holders. Rubber feet prevent marring of furni- 


can build your own filing system to suit your par- 


ture. Can be interlocked with other units illustrated. ticular needs. These are al! 16 deep, 14% wide ; 
CABINET SIZE INSIDE DRAWER | ; 5 
NO. Wide High Deep Wide High Deep PRICE (letter size). 


C166 14%" 12%" 16” 13a" 2" 1S" $12.50 
C266 16%" 24" 16” Wu" 2" 15%" 19.95 


CABINET for 4x6 CARDS 
No.C3462 $7.20 


CABINET for 6x4 CARDS 
No.C3364 $20.00 


CABINET for 9x 6 FORMS 
No. C3962 $19.20 


‘LEGAL BLANK’ Cabinet 
also used for stationery 
and office forms 


No.C166 $12.50 


LETTER SIZE FILE 
No.111 $12.50 


“COMBO” UNIT No. 708 “COMBO” UNIT No. 710 


A letter size file plus five “legal Used for X-Ray films, photographs, 

blank’ drawers (inside dimensions electros, legal blanks or other 

13'4" wide, x2” high, x 1538" deep) printed forms. Has a large size 

on a sanitary base. 1434’’ wide, x private safety cabinet protected by * 

30'2” high, x 16” deep. $31.50 lock and ay Five double size ae eee 
“legal blank” drawers (inside No.121 $12.50 

“COMBO” UNIT No. 709 ace Ganies a" able, 3 

A legal size file plus five double 2” high, x 1538’ deep) plus three 

“legal blank” drawers (inside di- drawers for 3 x 5 cards (8400 cap.) 

mensions 17's” wide, x 2” high, x on a sanitary base. 1894" wide, » SANITARY BASE 

1538 deep), on a sanitary base. 35'2" high, x 16" deep. $54.95 

1834" wide, x 30%2” high, x 16” No.111B $6.25 

deep. $42.95 


Prices slightly higher in Texas, Colorado cnd West of the Rockies. 


COL STEEL EQUIPMENT COMPAN 
| ba Madison Avenue, New  scuaial od N. 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos can be located Save money, transfer into low cost Prontos 
hard to find, collect dust and in a jiffy...stay neat and orderly and use your expensive cabinets over again. 
take up 50% more room. Doubles your filing space. 


SANITARY BASES 
for all size files *3°° 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with 
steel on the shell and the four corners of the drawers as well. 
They cost no more than ordinary files! Can be interlocked into 
solid units and stacked to the ceiling. Beautiful in appearance, 
finished in olive green to match your regular office files. Will 


LETTER SIZE $355 last a lifetime. 


a ir ont 3 
cueck size 924° 
Prices slightly higher in Texas s T te) R A G £ Fi L e s 


Colorado and West of the Rockies 


FOLLOW 
BLOCKS 
9O0¢ ADDITIONAL 

Made for any size file 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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TELECAST of CBS-TV’s Everywhere I Go, recently, fea- 
tured George W. Adlam (left), of Todd Co., Rochester. 
who demonstrated to MC Dan Seymour how eradication 
or tampering with a Todd check will instantly void it. 


WILL the political analyst of last year’s election be an 
obsolete holdover from that pre-electronic age by time the 
Presidential election of 1956 is upon us? Here, newcasters 
from both the CBS and NBC television networks ponder 
the stability of their future, as two “mechanical brains” 
spin out forecasts of election results far faster than their 
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BLIND, and ten years a secretary for Dictaphone Corp., hes 7 
Josephine Atanasio leaves to enter Convent of Our Lady of g 
. . . 4 . . v 
Charity of Refuge. C. K. Woodbridge, company president, ae 
bids her farewell as Josephine’s dog, Queenie. looks on. cA 
eM 
<9 
i owe 


ADDITIONAL plant facili- 
ties for the Invincible Metal 
Furniture Co., Manitowoc, 
Wise.. were opened recently 
in that city. The 55 x 105 
foot facilities are seen here 
as regular production of 
metal office desks gets under 
way. The 3-story building 
boasts modern conveying 
and elevating equipment, 
designed to expedite output. 
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human counterparts. At left, is Univae, a product of Rem- = B 
ington Rand Inc.'s Echert-Mauchly division, which early 4 } 


Election night predicted the Eisenhower sweep that ullti- 
mately materialized. At right, is Monrobot. Monroe Cal- 
culating Machine Co.'s “brain,” which likewise spotted the ie 
winner ahead of the assorted commentators and forecasters. F ai 
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TWENTY-TWO office equipment dealers from 15 states and Canada were awarded certificates 
as “record and cash protection specialists” by the Mosler Safe Company at its recent 
Product Education Conference in its home city. Hamilton, Ohio. The three-day training 
program featured round-table discussions led by outstanding authorities on safe construction, 
motion pictures, and inspection tours of the Mosler plant, guided by company specialists. 


DANIEL PARKER points to helicopter landing-area 
on roof of seale model of the Parker Pen Co.’s newly 
opened plant in Janesville, Wise. President Bruce M. 
Jeffris (left) and Kenneth Parker. chairman, look on. 


Due to obvious space 
limitations, product 
descriptions on these 
pages are necessarily 
limited. Any reader 
wishing additional 
information about 
items listed in the 
following pages is 
invited to address his 
inquiry to our serv- 
ice department, 212 
Fifth Avenue, N. Y. 
PROPOSED Standard Federal Savings 
and Loan Assn. building in Los Angeles 
will have sealed heat-resistant windows. 
Architects: Welton Becket & Associates. 
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in use three years 


JEANETTE NOBLE of Towa 
University’s Scotch Highland- 
ers presents home-state prod- 
uct, a Sheaffer pen set, to a 
councilor of Inverness. Scotland. 


ONE-PIECE panels of expanded metal, made by the Wheeling 
Corrugating Co.. have been used as a covering for Unareo sound 
absorbing blankets in this recently soundproofed accounting 
machine room at Union Asbestos and Rubber Co... Chicago, Il. 


CURTAINS of Fiberglas marquisette seen here at of- 
fices of the Equitable Trust Co., Baltimore, have been 
without sagging, stretching or 
losing shape. officers of the firm recently 


declared. 
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SPIRIT duplicator for postcards, tags. labels, and ATTRACTIVE, compact wardrobe for private offices, called 
papers up to 4.x 6 inches. is introduced by Hart Mfg. Val-A-rak, is offered by Sherness Co., 4356 Nicollet Ave. Min- 
Co., St. Paul, Minn. Printer, supply kit cost $29.95 neapolis. Closed. it’s a wall ornament: opened. a clothes rack. 


MAXIMUM capacity in 
oe minimum space is claim- 
"> ed for Reveldex. a new 
functional file made by 
Diebold. Ine.. 818 Mul- 
berry Rd. S.E.. Canton, O. 
Forms are filed on hori- 
zontal rotors, which move 
independently, per- 
mitting simultaneous use 

by more than one person. 


BINDING machine  of- 
fered by General Bind- 
ing Corp. 812 W. Bel- 
mont Ave., Chicago, uti- 
lizes foot-power, thereby 
freeing operators hands 
for insertion of punched 
sheets and covers. Ac- 
cording to the manufac- 
turer, an operator can 
plastic bind 300 books 
an hour with this unit. 


A TWO-STATION intercommunication system, the Masco “Midgetalk.” is offered UNIT that controls humidifiers 
by the Mark Sampson Manufacturing Co., 32-38 49th St.. Long Island City, N. Y. to hold humidity level is made 
The device has one master station. one remote station, and either can originate hy Abbeon Supply Co.. 179-15 


a call. Volume control eliminates “booming” sound in room-to-room conversation. Jamaica Ave. Jamaica, N. Y. 
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A PHONE attachment which shows the number of THIRSTY travelers will find everything but the ingredients for making 
previous calls made for the month, and has a_ their favorite drink in the bar accessory kit made by Award Incentives, 
memo pad, calendar, and address book, is Phone- Inc., 200 William St. New York. Included in the leather case are a 
master, by Leavitt Mfg. Co., 208 E. 25th St.. N.Y. squeezer, bar spoon, fork, ice tongs. strainer, and five-in-one bar caddy. 


A NEW manually-oper- 
ated typewriter, the Su- 
per-riter, has been intro- 
duced by Remington 
Rand Inc., 315 4th Ave. 
New York. The machine 
has a new margin setting 
method designed to make 
centering a simple job. 


A COLD-TYPE compos- 
ing machine that sets 
headlines at the office in 
type sizes from 18 to 72 
points, for use in photo 
reproduction processes, is 
sold by Ralph C. Coxhead 
Corp., 720 Frelinghuysen 
Avenue, Newark, N. J. 


LOOSE wires running to desk in middle of office EIGHT feet long, this new steel panel end table for conferences, manu- 
may be guarded by Flexiducts, made by Winders & factured by Globe-Wernicke Co., Ross and Carthage Ave., Cincinnati, O., 
Geist, Inc., 2219 N. Cotner Blvd., Lincoln, Neb. is designed to complement that firm’s Streamliner desk and table series. 
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HIE-GLO, 16-inch lamp, casts PEPPERGRINDER is the nickname for this PORTABLE telephone table 
soft, glareless light. Sells tiny Curta calculator imported from Lichten- holds directory, phone. Sells 
at $9.95 from Hie Line Co., stein. Adds, subtracts, multiplies, divides. Sold at $9.60 through Swiss Over- 
3 Brook St., Yonkers, N. Y. through T. H. Kennedy Co., 37 Wall St., N. Y.. seas Co., 249 W. 34th St., N.Y. 


ANKLE-chilling drafts can be banished with Draft- NEW PULL-AND-TEAR tape machine, the Handy 
Dodger, an under-the-desk infra-red ray heater made Dispenser, is offered by Ideal Stencil Co., 103 Iowa 
by Rotone, Inc.. 1436 W. Fullerton St., Chicago. St., Belleville, Il. Locking device assures even tear. 


A NEW TYPE of letter opener is offered by Emenee Industries, 200 5th SPEED with a new Swedish-made calculator, 
Ave., New York. Envelopes are drawn through a slot, at the bottom of the Facit, won Miss Eileen Dixon of New 
which is a small blade that slits the envelope. Made of Bakelite, a prod- York, a round trip to Sweden in a recent 
uct of Union Carbon and Carbide Corp., 260 Madison Ave., New York, the contest held by the company. Here Erik A. 
opener is available in a pencil holder (left) or calendar model (right). Ohlsson, Facit president, bids her goodby. 
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A KIT of assorted charting materials for making bar- 


PRIMARILY designed for the home, but equally useful in 
and curve-line charts is offered by Chart-Pak, Inc., 104-6 


an office is the Carryette, made by Sanford Ink Co., Bell- 
Lincoln Ave., Stamford, Conn., Kit includes a_ plastic 


wood, Il. Carryette holds liquids designed for various jobs, 
board, tapes. and instructions for making various types ranging from stain remover to electric cord re-insulators. 


EITHER square or circular worn chair seats can now 
be replaced by these standard-size seats made of Leather- 
wood, produced by Masonite Corp. Splinter-free seats 
are made by Co-operative Industries, Inc., Blue Ash, 0. 


OVER-THE-DOOR number plates of 
plastic, a product of Tennessee Eastman Co., 
are currently offered by Plastic Tag & Trade 
Check Co. 4th and Saginaw Sts. Bay City. Mich. 


Tenite 


NEW Recessed Troffer line of fluorescent fixtures by Sylvania Electric 
Products, Inc.. 1740 Broadway, New York, can be joined to appear as 
a continuous sweep of light. Shown above are two of the four ineandes- 
cent corner spots in the line —the TI-G (left) and the TI-D 


NEW stapling machines made in Sweden 
will soon be distributed here under the 
Apsco label by Automatic Pencil Sharpener 


(right). Co., 336 N. Foothill Rd.. Beverly Hills, Cal. 
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W carbon paper box of 
Kee-Lox Mfg. Co., Roches- 


ter, permits clean dispensing 


TILTED collating stacker, newest 


TIP of this ball-point pen 


Halverson Spe- retracts when it is clipped 


2823 Belmont Ave., to pocket. Made by Flo- 
papers neatly. Ball Corp.. San Gabriel, Cal. 


HEATED, a- well as cooled conditioned air, is generated in 


ZIP-CLIPS. available in 2- and 3-ineh sizes, are introduced by 
Cummins Co., 1321 Arch St.. Philadelphia. Useful as paper hold- 
ers. desk organizers. pocket card clips. Made of nickel plated brass. 


this new unit offered by Mitchell Mfg. Co., 
Ave.. Chicago. Twist of dial can produce seven heat levels. 


MOLDED fiber glass is used in this new chair base 
offered by the Sturgis Posture Chair Co., Sturgis, Mich. 
Base “never needs refinishing.” and resists damaging. 
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ai 


\ MACHINE with units for polishing both black and brown 
shoes can now be rented from Shine-O-Mat Rental Service, 
005 W. 42nd St. New York, for use by oilice employees. 
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A POCKET oilcan, shaped like a fountain pen 
and guaranteed by the manufacturer to be leak- 
proof, is newly offered by Clover House, Box 
1107, Santa Monica, Cal. Priced at 98 cents, 
the “Handee Oiler” delivers a controlled amount 
ef oil—“anything from a drop to a squirt.” 


A DOUBLE-DUTY paper perforator, able to 
punch three '4-inch diameter holes for three-ring 
binders, or two holes for standard two-ring bind- 
ers, has been introduced by New England Paper 
Punch Co., 89 Washington Ave., Natick, Mass, Re- 
tail price of this model 32 Clix punch is $5.50. 


NEW type of water-cooling 
unit that combines Filtrine 
Wal-Pak with Crane foun- 
tains, is sold by Crane Co., 
836 S. Michigan Ave., Chi- 
cago. For in-wall mounting. 


NEW colered pen- 
cils by Koh-I-Noor 
Pencil Co., Blooms- 
bury, N. J., have 
leads that bend 
rather than break. 


A SLIDE CHART that provides computa- 
tions of payroll deductions for withholding 
taxes and old age benefits has been intro- 
duced by Kirk Plastic Co., 170 E. Jefferson 
Blvd., Los Angeles. Company claims this 
unit cuts tax calculation time 80 per cent. 


PORTABLE screen specifically designed to 
bring out the depth of projected three- 
dimensional pictures is manufactured by 
Radiant Mfg. Corp., 2627 W. Roosevelt Rd. 
Chicago, Illinois. A ratchet device makes 
the aluminum-treated surface flat and tight. 
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EQUIPMENT 
ROUND-UP 


A monthly feature devoted to 
sources of major lines in the field of 


office equipment and supplies 


Todd Co.’s Form-Master check-handling system 


Check Devices 


Office Safes 


Executive Chairs 


(For addresses of all manufacturers, see page 58) 


American Perforator Co. of Chicago manufactures the 
Model 9A electric check endorser illustrated here, which is 
tripped automatically by the insertion of checks. Processed 
checks are automatically stacked in order of listing after 
endorsement has been stamped on them. The machine, 
complete with perpetual dating wheels, standard die, adjust- 
able stand, and dust cover lists for $395 f.o.b. Chicago. 

American Perforator also makes an electric check signer 
of similar construction, which features locks for protected 
operation, “forgery-proot” die, and key reset counter. 


Cole Steel Equipment Co. produces the Model 2414 can- 
celed check cabinet (illustrated), which is designed to store 
seven years’ canceled checks in its fourteen drawers. Cabi- 
net dimensions are: width, 2314 inches; height, 37'4 inches; 
depth, 24% inches. The unit costs $81.50. 


Cummins-Chicago Corp. makes the Model 274 automatic 
check signer shown here, which can stamp date and signa- 
ture on 25,000 checks per hour. The unit will handle nor- 
mal-sized checks of any type. Two locks, one controlling 


Safeguard Corp.’s 1953 ‘Instant-H’ 
8-bank check writer 
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American Perforator Co.’s model 9A 
electric check endorser 


the electric current that powers the machine, the other 
securing the top cover to prevent tampering, protect the 
machine from unauthorized use, Cummins-Chicago points 
out. As a further safety precaution, signature dies are re- 
movable, they add. The unit also features an automatic 
check counter which is visible at all times through a plastic 
window in the top, but which is protected from tampering 
by the locked lid. 


Monroe Calculating Machine Co. offers a line of check 
writers and signers, as well as special machines for pre- 
paring dividend checks, stocks and other kinds of certifi- 
cate forms. The Model SA-3 check signer (illustrated), is 
designed for single checks, and is said to be fully auto- 
matic in operation. The operator places the checks in a re- 
ceptacle from which they are fed singly into the machine. 
\ll Monroe check signers are electrically operated, have 
“acid proof” ink ribbons, check count meter and_ lock, 
signature plate lock, and operator's lock, the makers point 
out. Another Monroe model, SA-2-wv, is adjustable for 
either single or voucher checks. 


Cummins-Chicago Corp..s model 274 
automatic check signer 


ae 6 ee ee Us SS rhe Bis a 
a >. a ae aca |e See bi Sa eae ie ae a Oe hi ee 
Va : ert Te. ea * 7 t Nie eo. ; ae Stags * Si ie vat Midas ee rise 5 a. ey acer in Et a i 
E “Oa D _ x a) Jy a a * a Tt a Si ae a ’ ‘ 4 = ell } “ Pay i. it bd 
" iy (er ae 
i be 
Lae 
pat 8 
y. By 
Si RES 
rl aa ae 
ia ayer 
ae eee NE ee eee Cll i 
fe + ie coe a ain ; a i | Ae : vw 
ers et i. y , ; 4 ry Ee 4 = r ees % 
zi ios i a ie 4 3 a = * en ig 4 
ote Sean 3 } ,. es b , we f 
ee a ee 4 fe 
Soa. Je | * ie 
= -* fer te ee a a , a ae ; — a rE vf 
| i . J ae ht : i eae 
a «Rison Ot Pa "qd i a bees $0 7 i 2A 
- io ¥< mre ay; es hs te -—, ne | ' a eet 
, i ie Ve ee be % eo ale a res 
eee. by : beets 2.) | SR - ieee at 
ta - =" | - = eo re TEs. 
oe yy Y id pint 
. ‘ / ; f | i on gh 
: .< Kee nS 
ee rN ae . 2 s. pS 
a ee _ aA ¥ mie tt 
» f ~ ol z " eas 
Y a eee: ; Be 
Eb eee 
SS ae 
ee pe ee i 
e . aif 
Pre hi 
ne pay 
Hi: Perea oi 
ee & sesh 
Sa? 
we Fats i. 
ere & 
Bt. ih: 
ee: 
tha teae teat 
Bn 
| aA rar i 
,. ht 
4 oa. 
<<! 
7 ~ 2 
ag aD, 
es [oe 
oa 
B tee 
ag © ates 
’ rt e 
0 “ 
ois! i 
SS es =| 
okt He. ae 
’ et 
> @ —_| "p= ie 
m™ Fi SN oF) pee - —_ - ; oe ” : “ a 
ad « a ac - 2 / . eae | . = — Ss “- ' P a 7% wit 
; i. . he ; <P %, BS ‘ wine ; a in : 4 
ce a f . ' ; 4. “kd / . | Ss . 7 ‘¢ a *: 
ae fia > Jf , | | . + eer : 5 bs 
é 0 ES ais / of oo ve elias . i =: 
Baick VSN if B\ ° eee ° |. i eee : i 
gs NA ee, a (as 5 
— 9 ARS SAN a | aeih eS. $ vie 
£ ; xe \ N Awe J | ag on fF ‘ 
& LBA Wr OLS “SS " \ o MiP is a. ~ 2 
ca " ey pS ag et Vii 4 yd re 
‘ae = | ond ean 3" a oy cs Bat 
‘s “hope a o e i: he — “Pia eS 
3 i = | d. : 
oT ee ms ae R pane 
a eee Pees Re. 
i - osmes Py 
7.” 
| Ps OFFICE MANAGEMENT AND EQUIPMENT 49 | 2 
| . 4 
a ‘ . i & . ' ‘ : 
aii ee 5 “a yaa ss 1 Sa es % i a a STR i e i ie eo ae dn i er. te . ‘oe 
Tae 3 ee a \ tae oo Bie : a & - a +s a st fee oe bi Sok ; ee 2 ORY aii: J 
‘ = ¥ . ; aie | z . , > aa ie oa Cau F ae PS arid ‘ be i Pe SS 
hie ‘ i 1} 5 ae ae: Py ee ee | ae = pe ua Pee +) ‘a aes Ls a wecaailae ie ee yy 2 | ae, 3 Ley. ‘ 


of the Office 


Marcy F. Roderick Co.’s Executive check writer 
which prints black symbols, red figures 


shown here, for use in the office, at home, and while travel- 
stamps the amount of the check into the surface in indelible 
ink. Inking is automatic, and printing is in two colors 
black for symbols, red for figures. The unit which is 2'. 
inches high, 3% inches wide, and 7% inches long, is priced 
at $1495 postpaid. 


Safeguard Corp.’s new 1953 Model Instant-H 8-bank 
check writer, shown here, features a back feed which auto 
matically positions checks, and has a lock to prevent un 
authorized use. The same model is also available in 6-. 
9-, 10-, 11-, 12-, and 13-bank capacities, and may be ob 
tained in an international machine, which can print the 
symbols used in ten different currencies. The machine 
shown costs $107. 


Todd Co., in describing its check handling system, says 
“The Form-Master system of payroll preparation cuts pay 
roll costs up to 60 per cent by producing three identical 
postings simultaneously—on check stub, payroll journal 
sheet, and individual earnings record. On the Form-Mastet 
board, all three forms are held in exact alignment through 
an arrangement of pegs. Copying from one record to an 
other—a common source of errors—is eliminated. Proving 
one record proves all three. 

‘The same convenient writing position is maintained for 
all entries. Only the journal sheet moves. Previous 
ings are readily visible for reference 
} 


post 
Form-Master can also 
% used to produce triplicate records for accounts re 
and accounts payable. Used in conjunction 
Protectograph checkwriter and check-signe: 


eivable 
with the 1 


gives < 


cient, s 


ife handling of all office disbursements.” 


* 


(Right): Diebold Ine.’s automatic electric Recordesk safe. 
(Below): Cole Steel Equipment Co.'s model 2414 canceled 
check cabinet; Victor Safe & Equipment Corp.'s 2A sorter 


Marcy F. Roderick Co. makes the Executive check writer 


ing. The unit, which is adjustable for any size check, 


OFFICE MANAGEMENT AND EQUIPMENT 


Monroe Calculating Machine Co.°s model SA-3 
automatic signer for single checks 


Victor Safe and Equipment Corp. manufactures the 2A 
sorter (illustrated) for alphabetical sorting and temporary 
filing of checks. Indexed metal dividers, hinged at the bot- 
tom on a metal base, can be adjusted to accommodate an 
uneven volume of papers. At the same time a minimum 
space is always maintained between dividers for easy intro- 
duction and removal of papers, Victor says. 


Office Safes 


Brush-Punnett manufactures the “Sentry” Safe, said to 
be particularly suitable for home use because of its size 
and price. The safe, guaranteed by the maker to give one 
hour of fire protection at temperatures up to 1,700 degrees, 
has a 3-number combination lock which can be changed 
any number of times, plus two interior drawers. 
mentions are 15x 12x12 
2414 x 17'. x 17% inches. 


Inside di- 
outside dimensions 


Retail price is $57 


inche 5. 


Diebold Inc. produces the electric Rekordesk Sate, a unit 
designed for completely automatic operation. When a but- 
ton is touched, the door rises and disappears into the body 
of the safe, the trays holding the records rise, and records 
are available. When the button is touched again, the cycle 
is reversed, and the bo'ts on the doors are automatically 
thrown. Depending on record thickness, the Rekordesk 
can accommodate up to 15,000 5x 8-inch ledgers, or 12,000 
6x 8-inch ledgers, while its card index drawers can house 


15,000 5x 3-inch cards. All models of the electric safe 


arry the Underwriters’ Class “B” 2-hour label and the 
SMNA Class “B” label, as well as the Underwriters’ in- 


spected Group 1 relocking device label 


January, 1953 


eae el 6 A ne ee ae ee —_— 
a alg r : i“ ae 2 ee) : 1 a —_ os pe, or‘) Eee . x 
‘ 
li 7 
vo lo): =” 
hao 7 ny 
_ F ~ _— ad 
es . /"s yy. 
pi Qs ~ of . ey 
, * a. P ? 
; a re 
= ' be 
} Se , omy. 1 
= ANAND “\ eee 
pee | : : a : bh . “y , eS 
7 DN . ea | yar 
ee 4H Ff ae Ca aw ” } Se ge ie poke 2...9 vik 
“Saas ; Hock ee” — - eS ee i. em en _—— a 4 
. . <r \i a Se le | 
. a a Tota me 
Pe fi : th "The z be 25 A ‘og gael 
Ce WSs Shia ee oe ~ ‘ Sein Me PME 4 
Lt a ee oie =e is 6 s 
ee ee ; —— “+ - ) ‘ p 
Le a 
m1 
| oe P| 
13 oe 
; ee ee 
a ay 
4 
Bia 
{ive 
at ? 
“ne 
i. awe 
“i * 
‘feu ie 
a 
alte 
4 A Vea 4 
a 
1h ag 
; es ee Po 
. = 
4 an oa , 
- oa — 
1 a ¥ : 2 RAS ¥ AN ; f e 
a ad toes : = a % t are j Ay 
el a. ) Sa Biss iy es fo 
o : | © ‘98 45 ee 4 j bog i _ , | ™ 'e ” = % RY é yet 
f fi | ss ae gh a “ kc} . r = ad : 
3 | | s ae ~~ a <* ; i, 4 * | ‘ 
‘uaa 4) See ee Foe oe ay ms ae 
aan ——_—— = Ms , i te 
ss pri) am a = » - = ~ oe ; a : % & : 
aoa ae — fe ™y\, Te ae et 
a “a - = BAS: ey ag Bae 
j ae . es 41 ae ai im } j 7 koe ; “py 7g se 
eer | ic et Se - ——— . | “ ay ; 
Ae *" uy Wel ia J 7 ? a 
‘eal ais ™ i 4 4 
Se : Ps 
ely - . j 
nf _ : 
a) 50 aS a | 
By _ 
y 
~~. 
oo "5 
ne) j : } oe , reat TE ea he ¥ 
pul tat Sate Aa ? i Sa ; a i ‘ne 1 ae, a : 
er a : " ae oe Pe, «ee 2a ms ry eM PSA gk fi tee . aie 
Bt 7 i p A “ = hig: Pee 5 se be a tan i “ i ae 
lage \\ a iin oe er an) : ial | ete a, BA Abr = Paty 4 iad Fae ib ner it 


We tried to swivel it to death! 


After nearly a year’s intensive experimental work, Sturgis engineers de- 

veloped a nylon thrust bearing and then promptly tried to swivel it to death. But it 
wouldn’t even say uncle. After being subjected to 1,555,200 

swivel turns under a 248-lb. load it emerged essentially unscathed. (It lost .004 

of material.) Two different conventional metal bearings were given 

simultaneous tests and disintegrated after 303,840 and 381,600 turns respectively. 


Naturally the nylon bearing is now standard on all Sturgis swivel chairs. 


Why such a big fuss about such a little thing? Simply because no 
part of a swivel chair takes so much punishment as the 

thrust bearing. And here is a thrust bearing that 

for all practical purposes is indestructible. 


(2 


You can’t see all 

the quality that's 
engineered into 
Sturgis chairs. 


‘3 ' 
ae " ~ 
* my / \ 
— —\ 


~ 


~ 


Sturgis chairs are engineered for keeps 
You can’t see all the quality engineered into a Sturgis 
chair but it’s there in full measure—and because it’s 
there a Sturgis chair is a long term investment in 
office comfort and efficiency. Today the finest execu- 
tive, secretarial, clerical, guest and institutional metal 
chairs are being produced by The Sturgis Posture 


Chair Company, Sturgis, Michigan. 
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Shaw-Walker Co.'s 
model B-4071 


Herring-Hall-Marvin’s 
safe record file 


Guardsman Safe Co. makes the drivers’ depository safe, 
Model 4420, shown here, which is especially designed for 
use by drivers, salespeople, or other employees who bring 
in cash for deposit at times when persons authorized to 
open the safe are not available. The depositor places the 
money in the top door where it goes into a hopper, and 
then into the lower chest which is accessible only through 
the lower door. The safe can also be supplied with top 
and bottom doors for use in a counter or wall. 


Herring-Hall-Marvin Safe Co. offers what it terms a safe 
record file, a unit in which “each drawer is an individual 
safe.” The file has passed “the most exacting tests” of the 
Underwriters Laboratories for fire, explosion, and drop 
resistance, the makers report, and is certified on all these 
points. The top drawer of each unit, too, is equipped with 
an Underwriters’ certified “pick proof” lock, which controls 
the operation of all drawers. A combination-type lock can 
be substituted for the key lock on the top drawer, the manu- 
facturers say. The safe record file is available in both 3- 
and 4-drawer models, and in either letter or legal size. 


Meilink Steel Safe Co. has introduced a new “C” label 
line, Model 10 of which is illustrated here. Each safe in 
the line is 1814 inches wide, permitting the installation of 
a wide variety of interior unit equipment. Inside height 
ranges from 20 to 50 inches depending upon the model. 
The safes, which are available in green or grey crinkle 
finish, carry the Underwriters’ “C” label. 


‘Sentry’ safe 


label filing safes able to withstand 2,000 degress F. 


Brush-Punnett Co.'s 


Need More 
Information? 


Due to obvious space 
limitations, product 
descriptions on these 
pages are necessarily 
limited. Any reader 
wishing additional 
information about 
items listed in this 
feature is invited to 
address his inquiry 
to our service depart- 
ment, 212 Fifth Ave- 
nue, New York. 


Guardsman Safe Co.'s 


model 4420 model 533 safe 


Mosler Safe Co. announces a new line of “A,” “B,” and 
“C” label record safes; the 400 Series “A” label unit is 
illustrated here. Styled by Raymond Loewy, the safes 
have integrated operations panels on which dial and safe 
handles are mounted. The recessed bottom panel hides 
the wheels with which the safe is equipped, and can be re- 
moved for cleaning or moving. Another innovation is the 
safe’s “Counter-Spy” combination lock, with numbers on the 
edge instead of the face of the dial, said to make it im- 
possible for anyone in the vicinity to observe the numbers 
used in opening the safe. The new safes are available in 
single and double-door designs. 


Shaw-Walker Co. presents what it terms “a safe in filing 
cabinet form.” The new 3-disc drawer-type safe is equipped 
with a combination lock controlling all drawers, and rests 
on a platform caster base, the manufacturer reports. 

This safe, Model B-4071 (illustrated), is one of 34 models 
in the Fire-File line produced by Shaw-Walker. All Fire- 
File products bear SMNA labels. 


Victor Safe and Equipment Co. offers its 500 line of 
safes designed; primarily for the needs of small businesses 
and private homes. The Model 533 (illustrated) is the larg- 
est of the line, with inside dimensions of 16 x 18% x 33 
inches. The Safe is certified by the Underwriters, the 
SMNA, and Victor to protect contents at heats up to 1,700 
degrees. Victor, in addition, offers a line of A, B, and C 


Meiline Steel Safe Co.'s 
model 10 ‘C” safe 


Mosler Safe Co.'s 
400 series ‘A’ safe 


Victor Safe & Equipment Co.'s 
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Executive Chairs 


Art Metal Construction Co. offers a metal executive chair 
that features an exclusive “tilt-action” seat. This feature, 
Art Metal explains, assures continued circulation through 
the legs when the user leans back, for his feet remain on 
the floor—the front edge of the seat raises only a fraction 
of an inch. 

This seat is cushioned with full molded foam Latex rub- 
ber set over “no sag” springs. Coverings are available in 
a wide range of colors, in either fabric or top-grain ma- 
chine-buffed leather materials. 

The back of Art Metal’s Model 705 executive posture 
chair (illustrated), “is contour-fashioned horizontally and 
vertically to provide full support in all seating positions,” 
the manufacturers say. It, too, is upholstered with a foam 
Latex cushion set over a contour-shaped pan. 


Aluminum Seating Corp.’s Model SE-675-A senior execu- 
tive posture chair (illustrated) features a back and seat 
cushioned with pure foam rubber, and upholstered with 
perforated Tolex. It has, in addition, a brushed satin natu- 
ral aluminum finish that is said to maintain its appearance 
for years, precluding the need for painting and varnishing. 

“This model features all the adjustments necessary to 
accommodate it to users, despite variations in stature,” the 
manufacturers say. “Furthermore,” they add, “despite its 
graceful curves, it is ruggedly constructed, and designed to 
give years of trouble-free service.” 

The SE-675-A is priced at about $112 in the East, slightly 
higher in the West and South. 


Barcalo Mfg. Co. produces the BarcaLounger, an up- 
holstered reclining chair for use in executive offices, recep- 
tion areas, or conference rooms. Automatically adjustable 
to any position from upright-sitting to full-reclining with- 
out the use of locks and levers, it is said to give proper 
support to all parts of the body. Designed on what the 
manufacturers term the principle of “floating comfort,” the 
BarcaLounger, in its fully reclined position, matches the 
body position attained when floating in water—reportedly 
the most comfortable and relaxing posture possible. In this 
position, Barcalo says, the circulation is aided and the load 
on the heart is eased. 

Upholstered in Gros Point frieze, in Duran, Fabrilite, or 
Kalistron plastics, or in genuine top-grain leather, the chair 
is priced from $129, depending on style and color. 


Cramer Posture Chair Co. Inc.’s Model 923 executive 
chair (illustrated) permits its user to maintain his equili- 
brium when he leans back, the manufacturers say, because 
of a “roll-tilt” mechanism located beneath the front of the 
seat which adjusts for tilt tension. 

Seat height can be adjusted from 17 to 20 inches by 
another handwheel, this one located beneath the base. 
Other features of the chair include its streamlined arms 
said to be free of sharp angles or edges which could snag 
clothing, and its foam rubber seat and back. Seat cushions 
have a “special slotted design to provide for greatest com- 
fort,” Cramer points out. Arm rests, too, can have foam 
rubber padding, rather than the plastic tops shown in the 
illustration. 

Construction is of aluminum throughout, with a wide 
choice of fabrics and colors available. Specifications in- 
clude: seat width, 19 inches; seat depth, 18 inches; back 
width, 17 inches; back height, 14 inches; width between 
arms, 19 inches. 


Domore Chair Co., Inc., points out that: “one of the 
most important ‘mechanical’ aids to proper posture when 
standing is correctly designed and properly fitted shoes; 
and when sitting, it’s a chair. 

“If you are to achieve proper, restful and comfortable 
posture when seated for a long period of time,” Domore 
continues, “the chair must be carefully fitted, with par- 
ticular attention given to height, weight, length of legs, 
location of the small of your back, working levels, and the 
type of work done. Domore chairs, for executives and 


All chairs seen here are by High Point Bending & Chair 
Co. Desk is made by Myrtle Desk Co. 


Stow & Davis Furniture Co.'s model 60-AS (left) is de- 
signed for modern offices, 600-AS (right) for traditional 
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Sturgis Posture Chair Co.'s 
model 1255 


Barealo Mfg. Co.'s 
executive BarcaLounger 


clerical workers, in addition to being designed to make the 
day’s work flow easier, are supremely comfortable as well 
as modern and beautiful in appearance.” 

The model illustrated costs $263.50 in Gros Point up- 
holstery. Other executive models are priced from $82.75; 
clerical models retail from $30 to $49.25. 


Emeco Corp.’s Model 1033 executive chair features 
“feather touch” adjustments which control its angle of 
tilt to suit user’s weight and work. Its “scuffless” alumi- 
num base, though large in appearance, is said to fit between 
small desk spaces. Available with either plastic coated 
fabrics or woven fabrics in selected colors, the Model 1033 
has a shipping weight of 41 pounds. 

The other specifications are: width of seat, 19-9/16 inches; 
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Murphy-Miller Inc.’s 
model 241 


executive model 


width between arms, 1834 inches; width of base, 26% 
inches; height of back from seat, 17 inches; depth of seat, 
17% inches; height of seat from floor, 17 inches minimum, 
20 inches maximum. 

Emeco also manufactures the Model 1003 swivel arm- 
chair, which features a solid cushioned back, unlike the 
1033 with its slatted back. With this exception, features 
and specifications of the two models are substantially the 
same. 


Fritz-Cross Co. offers an executive posture chair, Model 
655, which features a 2-inch thick bonded foam cushion in 
the seat. Measuring 1734 x 1514 inches, this seat—and the 
9 x 15-inch back—may be upholstered in Naugahyde, Good- 
all Claremont or Gros Point, or in genuine leather. 

The aluminum base of the chair has polished kicker 
plates at the ends. “There are no rough edges to scuff 
heels,” Fritz-Cross says. Other features include 2-inch soft 
tread, ball-bearing casters, and adjustments which afford 
“quick, easy, and positive changes for correct posture to 
fit any individual.” 

Che Model 655 is priced from $62, depending upon the 
tvpe of upholstery desired. 
manufacturers say. 


Delivery is immediate, the 


General Fireproofing Co.’s Model 3507 executive chair 
(illustrated) is one of six items in this firm’s Goodform 
line of office chairs. It is designed, the manufacturers ex- 
plain, for “top executives who spend most of their time in- 
terviewing or planning, and very little time on detailed pro- 
duction work.” 

General Fireproofing, in describing features of the chair, 
continues: “Like all Goodform chairs, the 3507 has ‘five 
adjustments to insure conformity to any physical type 
Because it is designed for the executive—for his working 
comfort 


this chair lessens fatigue, increases productivity.’ 
Made of aluminum, and heat treated after fabrication, 


Indiana Chair Co.’s 
model L-1 


Aluminum Seating 
Corp.s SE-675-A 


Royal Metal Co.'s Metal Office Furniture Milwaukee Furniture 


Cows model C-178 


Domore Chair Co.'s 
executive chair 


Jasper Chair Co.'s 


Co.'s 504144UL model 884 


the chair features molded foam rubber cushioning in both 
back and seat. It is available with either plastic covered 
fabric or bedford cord upholstery in assorted colors. 


Globe-Wernicke Co. says of its Model 2805 executive 
swivel posture chair: “The 2805 was especially designed for 
the busy executive who must spend confining hours in his 
office, yet must be alert and relaxed at all times. The 
double-tilt action, in which back and seat tilt independently, 
provides unusual comfort. The foam rubber padding of 
both the ‘no-sag’ spring seat and the wide, full-formed 
arms, plus the adjustable natural-curved back, add working 
ease and lessen body fatigue.” 

The chair’s frame is constructed of seamless, square, 
rust-proof tubular aluminum. Its “satin-smooth” finish is 
produced by wire brushing, and is protected by a heavy 
coating of hard metallic lacquer. The height of the seat 
irom the floor is adjustable from 18 to 21 inches, while 
the over-all height is adjustable from 35 to 38 inches. The 
seat measures 19 x 21 inches, 19 inches between arms. 

Also available in Globe-Wernicke’s executive chair series 
is a swivel chair with arms, Model 2802, and a side chair 
with arms, Model 2801. All models are upholstered in either 
Duran all-plastic material, Naugahyde Claremont fabric, 
Gros Point fabric, or genuine leather. 


W. H. Gunlocke Chair Co.’s latest executive model is its 
628RUA chair (illustrated), an adjustable item featuring 
molded foam rubber seats and a coil-spring back. The seat 
top is covered with a heavy wool fabric said to provide 
maximum resiliency for the molded rubber, as well as coole1 
sitting comfort because of its porous character 

\rms, too, are upholstered in foam rubber; they are 
leather covered. “Not only do they provide greater com 
ort,” Gunlocke says, “but also protect | 
desk against scratching or denting.” 


oth the chair and 


The chair hi: four hand adjustments de 


Art Metal Construction 
Co.’s model 705 


Fritz-Cross Co.'s 
model 655 
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Worden Co.'s 
model C-137 


Globe-Wernicke Co.’s 
model 2805 


to almost any individual. It ro‘ls easily and quietly on cas- 
ters having ball-bearing swivels and rubber wheels of 2-inch 
diameter. 


Hamilton Mfg. Corp. offers as part of its Cosco line the 
Model 20-LA “tform-fit” side chair. This model, shown 
here, features all-steel construction, plus attractive uphol- 
stery for its seat, backrests, and armrests. The tubular 
steel frame is finished in bonderized baked-on enamel— 
green, brown, or gray. The matching upholstery, in green, 
brown, maroon, or gray, is of washable duPont Fabrilite— 
a pertorated, cloth-backed vinyl] plastic. 

The seat, which measures 155¢ x 1734x314 inches, ‘ts 
cushioned with pliable foam rubber Latex, while sturdy 
Tufflex provides a padded backrest and armrests. “To insure 
maximum comfort, the seat is drawn to saddle shape and 
slopes inch to the rear,” Hamilton says. The stationary 
contour-type backrest (1614 x 13 inches) is curved two 
Ways to fit the back and provide comfortable support, the 
manufacturers add. 

The 20-LA also features back legs which extend far 
enough to the rear to prevent the backrest from striking 
the wall, as well as rubber-cushioned steel dome gliders 
designed to protect floors. It retails in the East for $27.50, 
and for a dollar more in Florida and the West. Shipments 
are currently being made eight to ten days after receipt of 


orders, it is reported. 


Harter Corp. re-introduces its Model 67 springback exec 
uttve posture chair, companion item to Model 63, an armless 
posture chair This new chair, and a smaller version 
known as Model 68, were first introduced in 1950 but were 
‘ drawn from sale before full production was reached 

the Korean War. Availability of both the 67 
now possible, Harter explains, because of recent 
upward trends in steel production 

“The 67 is tully adjustable to requirements 
Sectional pieces in the *190) Series’ manufactured by 

Huntington Chair Corp. 


it 
J 


January, 1953 


Gunlocke Chair Co.'s 
model 628RUA Cows model 3507 


The Sikes Co.'s 
model X135 


General Fireproofing 


of the user,” the manufacturer says. “A molded-to-size 
foam rubber cushion is used on the arm rests and back.” 
Harter’s streamlined base, said to be the tirst one-piece 
sheet-steel base fabricated, is equipped with hooded casters. 
Foam rubber sound deadeners in the base provide quiet 
performance. 


High Point Bending and Chair Co. offers a line of side 
and swivel arm chairs, seen on p. 53 in use as a set of 
matching items. The swivel arm chair and side arm chair 
have continuous steam-bent arms which, High Point says, 
“lend great strength and blend in nicely with the modern 
executive set.” 

These chairs also feature continuous “U"-type steam- 
bent seat rails, the manufacturers point out. “The swivel 
arm chair has an upholstered arm which not only enhances 
its appearance, but acts as a bumper when pushed against 
other pieces of furniture,” they add. 

The swivel arm chair is Pattern 3610: the arm chair is 
Pattern 3611. Also shown in the High Point illustratior 
is their side chair, Model 3613 


Guide System & Supply Co. was inadvertently 
omitted from last month’s [Equipment Round-Up 
covering filing supplies. 

That fir Gussco line 

features suspended  non- 
Guide-O 
ang ver 


sagging folders 
folders — which |} 
tically from adjustable 
Guide-O-frames that are 
set in cabinet draw 
ers. Metal strips, notched 
at each end to hook onto 
the Guide frame, are 
permanently attached 

the folders. F: 1 


‘ 


these strips are tal in 


- Mgeoey Gussco Guide-O-folder 
or 1/5-cut widths that cat on Guide-O-frame 
be removed or easily shif 

ted to anot Complete with blank labels 


and celluloid windows, the tabs are also available 


1 
soy +t 
Ner position 


with a variety of printed inser Savs Guide System 
& Supply Co. of its product: “The outstanding ad 
vantage of Guide-O-folders files is the utmost 
ease with which vou can arrat f to meet 
your own individual requirer You need not 
limit vourself to any one specific system. For in 
stance, should you wish to break down one division 
in your simple alphabetic tiling system into a numer 
cial division, it is simplicity itself. Just add Guide-O 
folders and put the tabs where you want them.” The 
folders are available in letter and legal sizes in both 
regular and wide-bottomed models. Headquarters for 
the firm are at 335 Canal St.. New York 


A coe £5 i " yn eee i. es a. \ he ee) | | eee | a Mo ae) ee | ctl Na eg 2 ae 
a.) ee a) ae eee ey) ee a ARR a ae 
. bs 
‘mn ee 
arity Pay 
‘hel 
| a . ie Ge 
Tools of the Office “= 
7 ee ee é be 
es 
A pe 
1 eo Be 
r- * Scobey! 
4) bs ih > 2 f 4 eerie? 
: : ast : i if ; ; Di si 2 me 
an ie 2 , : “i ERE « 
b : ! anes , i ee 
ts ’ ar 9 ; har en af ai ~ : Fat 
. if h : ti ' ; ne ae ; ge 
g ; eo it Ei NG cn, “yl Sy Tas § : 
| a : , = BP ant , Saal i | ay 
3 us | i) ae i i al nay” € <a + “whee ; 
. ——— pee ne ai 
| . - 5 , 7 gg " , et - : 
pe BeBe r ; : 
| . : “= 
- ee > 7 7 — 
t * Carey 
"yee iy ¥ ¥ : 
4 #h 
ef ot 
li 24 
§\ ie" 
\ ee = 
( a¥, : 
vs ¢ Lae 
» Sige 
ja 
oes 
eit ie 
L a 
* 
me, 
fe ee 
ni 
‘ “ a. 
iy 
ae 
} fy ‘ re 
’ aS: mee 
Ae Wate 2 
ie 
: ¥ 
Te a aS hi 
¥ é 
: “om 
¢ f bh 
re . - p Shad | 
; y a 
. he | 
Heys y 
‘ae 
if e 
ef pret: 
3 2 
Y ’ pt 7 
| De b PARE yy 
f % ; 4 
, * 
£ > “age Ft " i ‘ie 
oe Bs 2 - . wy: i *€ aye te t 
, si — . ” a = : ae 
is eae i “oe. Ye Pai < fh ae ek 
Pn me ee, , =. 
. )_ 4 . <. Yale =i a = 
: a =e ye 
e , oe eat 
7 ss ih . nega . et hm ; 
‘ ., a ee = * i i 
— fs | 
* —~ t as 
‘ r z ‘ ‘a 
L ah 
es OFF.CE MANAGEMENT AND EQUIPMENT 55 = he 
arty 
. — 2 Sa 
‘ate’ oe a " F t tof § 7 a f 2 = a ’ ‘ . wie oF AR ane 
wy ae ALS ARE . ‘ as Pe a ke Re ee tees RY ete : ee aA Sie 2 ee a : he _ be dl Wee e 
= aie x Ff Lm ae | So ES ee) eh! ee + Bagi Maes 2 a ed. Se ads ie a) | RM ar as au Po. 


Maso Steel Products’ 


executive model executive chair 


Huntington Chair Corp. asserts: “Every seating area 
problem can be practically and attractively interpreted by 
using Huntington’s 190 series sectional pieces.” 

Nine correlated pieces complete this series of furniture 
items, all completely cushioned in foam rubber, and avail- 
able in fawn and nubian oak, and regular and bleached 
walnut. Muslin prices range from $103.50 list for the left- 
facing sectional to $219.50 list for the quarter-circle sec- 
tional. 

Huntington also manufactures a line of swivel and 
matching chairs, guest chairs, sofas, settees, magazine and 
chairside tables, and bookcases in oak and walnut. 


Indiana Chair Co. produces an executive revolving chair 
(illustrated), known as Model L-l. Available with its 
wooden parts finished in either walnut, mahogany, light 
golden oak, or softone oak, the chair can be ordered with 
elastic Naugahyde or genuine leather upholstery in a choice 
of several colors. 

Indiana Chair offers, too, a matching guest chair called 
the L-2. 

The manufacturers report that at present delivery takes 
from 30 to 90 days, depending upon patterns ordered. 

In addition to the two items mentioned above, Indiana 
Chair offers a line of office chairs, including many non- 
upholstered models with all-wood seats and backs. “Prac- 
tically all our office chairs are also available in any special 
finish to match other furniture at a small additional charge,” 
the firm asserts. 


Jasper Chair Co. offers an executive posture chair, Model 
884, which is available in either solid American walnut, or 
in walnut with a mahogany finish. Say the manufacturers: 


Riteform Chair Co.’s 


Hamilton Mfg. Corp.'s 
model 1665 


Cosco model 20-LA 


Emeco Corp.’s model 1033 


Cramer Posture Chair Co.’s 
executive model 923 


a 
Murphy Chair Co.'s 
model 285 


Harter Corp.’s 
model 67 


“This chair is very pleasing in appearance, and above all, 
is very comfortable, impressive, dignified, and adaptable to 
any office.” 

Listing at $175.50, the 884 is upholstered with genuine 
leather or Gros Point fabric over foam rubber. Its seat 
measures 2314 x 18% inches; the between-arm distance is 21 
inches. The height of its back from the seat can be adjusted 
from 191%4 to 21% inches. The chair has ball-bearing cas- 
ters. Shipping weight: 70 pounds. 


Maso Steel Products has recently added a new executive 
model to its line of office chairs. The chair features a 
large spring-cushioned seat that is “scientifically padded to 
assure less fatigue.” The open arms and backrest per- 
mit greater air circulation and cooler seating comfort, Maso 
says. 

Available in a variety of colors in a choice of Claremont 
fabrics or Naugahyde, the chair, on its metal surfaces, is 
finished in “satin-smooth,” long-lasting, baked-on enamel in 
either gray, green, or brown. Its die-cast aluminum base is 
welded and buffed, and is tipped with chrome-plated scuff 
plates. Shipping weight: 46 pounds. 


Metal Office Furniture Co. points out, in describing its 
Steelcase Model C-178 executive posture chair, that “physi- 
cal fitness and mental alertness are as important to the 
executive as to the clerical worker. Scientific posture de- 
signing—plus maximum adjustability—makes the Steelcase 
C-178 especially suitable for the executive.” 

In addition to the various steel finishes available, the 
manufacturers offer a wide range of fabrics, leathers, and 
other upholstery materials in colors designed to harmonize 
with room treatments. 


ee 


Ohio Chair Co.'s, 
model 900 


1953 
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Milwaukee Metal Furniture Co. asserts that its execu- 
tive posture chair “affords all-day guaranteed comfort and 
correct posture.” These features, the firm says, “are the 
result of scientific perfection of the posture chair health 
plan by our engineers, designers, and craftsmen.” 

Labeled the Model 504%2UL, this chair features a curved 
backrest shaped to conform to the normal curvature of the 
spine. The seat, too, is “properly shaped to make correct 
seating posture automatic,” and is shortened to reduce pres- 
sure under the knees, avoiding interference with blood 
circulation. 

The arms are short, permitting the chair to be drawn 

® close to the desk, the manufacturers point out. In this way, 

proper back support and posture are maintained while the 
executive works, they add. 

The 50444UL, upholstered 

for $188. 


in top-grain leather, lists 


Murphy Chair Co.’s Model 285 executive chair (illus- 
trated) is offered in genuine walnut or oak, with finishes 
in walnut, light oak, limed oak, or softone. The chair fea- 
tures a 9-coil spring seat, cushioned with foam rubber and 
rubberized hair pads. It is equipped with the “new Syn- 
chro-Tilt adjustable control.” 

“Seat yourself and your employees in a Murphy posture 
chair,” the manufacturers say, “and you'll get unequaled 
seating comfort in any position, and increase general office 
efficiency.” 

The 285 is upholstered in long-lasting Durasol, or in 
Naugahyde, Dixie, or top-grain leather at slightly higher 
cost. Price, in Durasol: $95.80. Delivery in six weeks 
Murphy says. 


Murphy-Miller Inc.’s model 241 executive chair (illus- 
trated) features a Seng synchro-tilt mechanism, rubberized 
hair padding in the back, and foam rubber in the seat. 
It is equipped with plastic scuff plates and 2-inch ball bear- 
Say the manufacturers: “Flowing clean-swept 
The finest of solid walnut 


ing casters. 
lines provide ease in handling. 
provides lasting beauty.” 

The chair is available in a range of colors in Naugahyde 
or Oxford glaze leather. Height of the seat. and tension 
and height of the back are fully adjustable. 


Ohio Chair Co. Inc., offers an aluminum executive pos- 
ture chair called the 900. The chair features a padded seat 
and back, adjustments designed to fit individual needs, and 
smooth-rolling casters. 

Another item in Ohio’s line is their Model 550 aluminum 
straight chair, adaptable for desk-side use as a companion 
to the 900. The manufacturers have available a new cata- 
log describing in full their line of office chairs. 


Riteform Chair Co. makes the Model 1665 master execu- 
tive chair shown here. The swivel desk chair has a frame 
of welded aluminum, with foam Latex cushioning on seat, 
back and chair arms. The seat is 2114 inches wide, for the 
“ultimate in fine executive seating,” as the company 
puts it. 

The master executive can be ordered in Gros Point or 
Kalistron upholstery. A matching side chair with arms, 
Model 1605, is available, too. 


Royal Metal Mfg. Co.’s executive chair features a “float- 
ing back” which follows the body and raises or lowers to 
meet its owner’s favorite position. The chair’s die-formed 
steel base, Royal points out, and its square steel tubing 


are finished with colorful, heat-treated enamel in a variety 
of shades. Special soft-rubber, hooded, ball-bearing casters 
facilitate ease of movement, the manufacturers add. The 
all-welded steel frame supports a seat, back, and arm rests 
cushioned with U. S. Koylon molded foam rubber. 


Shaw-Walker Co.’s Model 8313 executive chair features 
correct seating “essentials that contribute to health and day- 
long comfort,” according to the manufacturer. The chair is 
made of aluminum and wood, and can be ordered with 
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OFFICE MANAGEMENT AND EQUIPMENT 


CHAIRS and HEALTH 
Executives today realize that good health for the 
employee is good business for the management. 
Most cases of chronic backache and fatigue in 
offices can be traced to improper seating. Such 
ailments contribute to a high cost of doing business 
because of decreased efficiency, and increased 
absenteeism. 

You can reduce your operating cost and improve 
the health of your office personnel by equipping 
your office with Fine-Rest aluminum chairs. Why 
not consult your Fine-Rest dealer today? 
Write for free descriptive literature, and for the 
name of your nearest Fine-Rest dealer. 


"america's Standard of Business Seating’”’ 


ALUMINUM SEATING 
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Tools of the Office 


either a wooden seat, or an upholstered seat covered in 
leather or Gros Point frieze. 


The chair, Shaw-Walker says, provides solid support 
for the occupant’s back through scientifically curved wooden 
slats designed to meet the slight curve of the spinal col- 
umn, gently compelling the user to sit back and up im 
a healthful posture. Low chair arms permit arm and 
shoulder freedom for the occupant, the manufacturer adds 


The Sikes Co. makes the X135 executive posture chan 
shown, which utilizes the company’s patented posture iron. 
Chis mechanism, the manufacturer says, “features not only 
a seat which dips toward the rear ... but also the reverse 
spring action which is currently found in no other mecha- 
nism. Due to this reverse spring action, the sitter enjoys 
full comfort in the upright or working position—yet is 
completely free to lean back and relax... .” 

The chair is available with either a walnut or solid oak 
frame. Seat and back are foam rubber over springs; the 
arms are covered with rubber. Back and arms are uphol- 
stered in leather, while the seat is covered with fabric for 
coolness in summer. Cost is approximately $240. 


Stow & Davis Furniture Co. offer two executive swivel 
chairs, of similar construction, but different appearance. 
One, Model 60-AS, is particularly designed for use in 
offices decorated in modern or contemporary style, the 
company says; the other, Model 600-AS, is deemed most 
suitable for offices furnished in traditional style. Both chairs 
have form fitting backs, and feature spring construction on 


Manufacturers List 


CHECK DEVICES The Todd Co., Inc. 


1050 University Ave. 
United Equipment Co. 
1101 Lee Highway 


American Perforator Co. 
617 West Jackson Blvd., Chicag 
Bonnar-Vawter, Inc. 
1717 East 30th St., Cleveland 
Cummins Business Machines 
4740 Ravenswood, Chicaa 
Hall-Welter Co. 
42 Mount Hope Ave., Rochester, N. Y 
Hedman Mfg. Co. 
1158 W. Armitage Ave., Chicaa 
A. D. Joslin Mfg. Co. 
123 Arthur St., Manistee, Mich. 
Monroe Calculating Machine Co., Inc. 
555 Mitchell St., Orange, N. J. Diebold, Inc. 
Marcy F. Roderick Co. Canton, Ohio 
3312 Lancaster Ave., Philadelphia Gardall Corp. 
Roovers Bros., Inc. 
3611 14th Ave., Brooklyn, N. Y. 
Safeguard, Inc. La Porte, Ind 
320 Walnut St., Lansdale, Pa. 
R. A. Stewart Co., Inc. 
80 Duane St., New York 


Shaw Walker model 8313 


eal 


OFFICE SAFES 


Jamestown, N. Y. 
Brush-Punnett Co. 


285 Madi n Ave 


Hamilton Or 


808 10th St., N.E 


Hamilton, Ohio 


842 So. 26th St 


Art Metal Construction Co. 


New York 
Cramer Safe and Office Equipment Co. 
1417 McGee St., Kansas City. M 


Hall Safe & Equipment Co. 
Hall's Safe ca. Inc. 


webbing, and hair upholstery. Model 60-AS features a 

spring-filled cushion, while Model 600-AS is equipped with 

a spring-edge seat. Both chairs are covered in leather. 
Prices are $295 for the 600-AS model, and $348 for 60-AS. 


Sturgis Posture Chair Co. models now feature a new 
fiber glass base said to be virtually maintenance free. It is 
seen here on Sturgis’ model 1255 executive spring rest 
posture chair. “The base never needs refinishing,” the 
manufacturers say, “because it has no finish to scuff or 
come off. It’s a one-piece molded fiber glass unit, solid 
all the way through.” Wiping it with a cloth and clear 
polish makes it look like new, they add. The base is said 
to be 34-pound lighter than the same construction in alu- 
minum, and tends to dampen noises from rolling or moving 
the chair. It is available optionally on eight styles of 
executive and secretarial chairs. 


Wells Chair Corp. manufactures the Model 229 President 
posture chair shown. This item features a “satin finish” 
aluminum base. Arms, back, and seat are of foam rubber, 
with leather covering the seat and arms, and Gros Point 
fabric covering the back. The chair retails for $156 


Worden Co. announces production of a new posture chair, 
Model C137P (illustrated). Made of walnut with leather arm 
rests, seat, and back, the chair features a “pillow effect” 
back that permits a natural back and forth movement while 
the seat remains stationary, Worden says. The chair in 
corporates, too, a Seng “Syncro-Tilt” swivel mechanism, 


Schwab Safe Co. 
Rochester, N. Y Lafayette, Ind 


Shaw-Walker Co. 


Arlinaton, Va Muskegon, Mich. 


Victor Safe & Equipment Co. 
315 Fourth Ave., New York 


EXECUTIVE CHAIRS 


Aluminum Seating Corp. 


545 West Ave., Rochester, N. Y 17 S. Cherry St., Akron, O} 
Cole Steel Equipment Co. 


Art Metal Construction Co. 
Jamestown 7 s 
Art Steel Sales Corp. 
170 West 233rd St., Bronx, N 
Barcalo Mfg. Co. 
166 Chandler St., Buffalo, N. Y 
Blair Alumium Furniture Co., Inc. 


4425 James St., East Syracuse, N. Y Marietta, Ga. 
Guardsman Safe Co. 


Cramer Posture Chair Co. 

1205 Charlotte St., Kansas City, M 
Dependable Mfg. Co. 

Keeline Bidg., Omaha, Nebr 
Dixie Chrome Products Co. 


a 


anton, On 711 E. tst St., Irving Texa 
Heineman Office Equipment Co. 

4 N. 8th St., St. L 
Herring-Hall-Marvin Safe Co. 


Domore Chair Co. 
M 216 Monaer Blda., Elk! 
Emeco Corp. 

Maple Ave. & High St., H 


Invincible Metal Furniture Co. Empire Chair Co. 
Manitowoc. Wis Johnson City, Tenn. 
Lexington Metal Products, Inc. 


Fritz-Cross Co. 


565 Park Ave., Brooklyn, N. Y. 
Meilink Steel Safe Co. 

1672 Oakwood Ave., Toledo, Ohi 
Mosler Safe Co. 

320 Fifth Ave., New York 
Protectall Mfg. Corp. 

930 Salina St., Syracuse, N. Y 
Remington Rand Inc. 

315 Fourth Ave., New York 


300 East 4th St., St. Pau!, Minr 
General Fireproofing Co. 
Youngstown, Ohio 
Globe-Wernicke Co. 
Cincinnati, Ohio 
Gregson Mfg. Co. 
Liberty, North Carolina 
W. H. Gunlocke Chair Co. 
Wayland, N. Y. 


NEXT MONTH: typewriters, copy holders, time recorders, wardrobes, lockers 


MARCH: duplicating machines—all types 
APRIL: fans, air circulators, air conditioning units, water coolers 
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Wells Corp. model 229 


Hamilton Mfg. Corp. 
Columbus, Ind. 
Harter Corp. 
Sturgis, Mich. 
High Point Bending & Chair Co. 
P. O. Box 312, Siler City, N. C 
Huntington Chair Co. 


Box 2111, Huntington, West Virginia 
Indiana Chair Co. 
Jasper, Ind. 


Jasper Chair Co. 
Jasper, Ind. 
Jasper Seating Co. 
Jasper, Ind. 
Johnson Chair Co. 
4401 W. North Ave., Chicag 


Knight Mfg. Co. 


3206 Avenue K, Wichita Fa'is Texas 


B. L. Marble Chair Co. 
Bedford, Ohio 
Maso Steel Products 
81 W. Van Buren St., Chicag 
Metal Office Furniture Co. 


1491 Division Ave prand Rapids, M 


Milwaukee Chair Co. 

120 So. LaSalle St., Chicage 
Murphy Chair Co. 

Owensboro, Ky. 
Murphy-Miller, Inc. 

Owensbore Ky. 
Nieman, Inc. 

330 E. OF St Chicag 
Ohio Chair Co. 

28 W. Madison St., Younastowr 
Riteform Chair Co. 

2300 Ellis St., St. Paul, Minn. 
Royal Metal Mfg. Co. 

175 North Michigan Ave., Chicag 
Shaw-Walker Co. 

Muskegon, Mich. 
Shepherd Posture Chair Co. 

1912 Main St., Melrose Park 
Frank Scerbo & Sons, Inc. 

536 Pear! St., New York 
The Sikes Co. 

20 Churchill St., Buffalo, N. Y. 
Stanley Mfg. Co. 

2310 N. Main St., Fort Worth, Texas 
Stout Chair Co. 

Liberty, North Carolina 
Stow-Davis Furniture Co. 


80 Front Ave., S.W., Grand Rapids, Mi 


Sturgis Posture Chair Co. 
Sturais, Mich. 
Taylor Chair Co. 
Bedford, Ohic 
Wells Chair Corp. 
P.O. Box 230, Michigan City, Ind. 
The Worden Co. 
200 East 17th St.. Holland, Mich. 
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Instead of costly retyping 


... use your photocopy machine 


It’s designed to eliminate errors — 

assures you 100% accurate copies of 

any document every time. And in 

9 cases out of 10 your photocopy 

machine delivers these error- 

free copies at a fraction of the 

cost of retyping a document 

and checking it for mistakes. 

It will pay you to put 

your reliable photocopy 

machine to work on a full- 

time basis serving all de- 
partments. 


For the best photocopies, use 
Kodagraph Contact Paper 


This outstanding paper is made by 
Kodak for use in all types of contact 
photocopiers. It reproduces all 
documents in dense photo- 
graphic blacks, clean whites 

... With new sparkle and 
legibility. And it’s easier, more 
economical to use—no more split- 
second timing or trial-and-error 
testing. Order it...and see for 
yourself. 


iXodagraph Contact Paper 


Mail coupon EASTMAN KODAK COMPANY 72 
for Industrial Photographic Division 
free booklet Rochester 4, N. Y. 


Gentlemen: Please send me a « opy ot “Modern Drawing and Document Repro- 
duction”. ..your new, tree booklet giving full details on Kodagraph Contact Paper. 


Name 


Department 


Company _ 


a 


City _Zone 


TRADE MARK 
State 
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444” DESK PEN SET 


ALWAYS READY TO WRITE... 
AND WRITES FOR MONTHS 
WITHOUT REFILLING! 


REPLACE... HERE'S 


never touches ink. 
No chance for ink 
’ to touch you. 


“Ink-Locked” 
| against accidental 
spillage. Can't leak. 


/ Base holds 
40 times more 
ink than ordinary 
fountain pen desk 


Single and double sets in service and executive models to harmonize with any desk. 


CHOOSE 


THE RIGHT POINT FOR THE WAY YOU WRITE 


Only a few of the more popular points shown. All points instantly replaceable in case of damage. 


ASK YOUR STATIONER FOR A DEMONSTRATION 


The Esterbrook Pen Company, Camden 1, New Jersey 
The Esterbrook Pen Company of C 


anada, Ltd., 92 Fleet St., East; Toronto, Ontario 


ASSOCIATION NEWS 


| The Records Management Associa- 
tion of New York is currently conduct- 
ing three courses on record keeping 
procedures. The association’s basic 
course, designed primarily for secre- 
taries, record clerks, and others re- 
sponsible for the maintenance of busi- 
ness records, covers both in theory 
and practice “all filing systems and 
filing department routines.” RMA’s 
advanced course is intended for per- 
sons experienced in record keeping 
who wish to qualify as supervisors or 
executive heads of filing departments. 
This course stresses department lay- 
out, equipment, and supplies; selection 
and training of personnel; preparation 
and use of departmental manuals; re- 
tention plans, and other related topics. 
The third course, a subject course, is 
designed for record clerks specializing 
in subject filing. Here, subject classifi- 
cations are analyzed, and model classi- 
fications and indexes are prepared by 
the students. 

Classes are held Thursday evenings 
at the Hotel Governor Clinton, New 
| York. Courses are supervised by 

Marian Ruth Wilhelm of Diebold Inc., 

assisted by Marguerite L. Stainkamp, 

Equitable Life Assurance Society, and 

Helen F. Foley, a records manager. 
| The association, in other action, 
held a Christmas party Dec. 8 at the 
N. Y. Women’s Republican Club in 
| lieu of its regular monthly meeting. A 
| large collection of toys, donated by 

members for presentation to tubercu- 
| lar children in Seton Hospital, the 
Bronx, was displayed. The program 
included a talk by Robert Garthwaite, 
senior television coordinator, NBC, on 
some of the production problems pe- 
culiar to that new medium. 


National Machine Accountants Asso- 
ciation, a 3-year-old group organized 
“to promote and develop a better un- 
| derstanding of the nature and func- 
| tions of machine accounting,” will 
| hold its second national convention 
and business show this year in Mil- 
waukee. Scheduled for June 18-20 at 
the Schroeder Hotel, NMAA’s show 
will relate the capabilities of office 
machines, electronic devices, and other 
| scientific applications to standard ac- 
counting procedures. 


At a recent monthly meeting of the 
Transcription Supervisors’ Association, 
held in Whyte’s Restaurant, New 
York, members heard Prof. Effey 
Riley of the New York State School 
of Industrial Relations, Cornell Uni- 
versity, speak on “Needs for the 
Growth and Development of TSA Per- 
sonnel.” Prof. Riley called for greater 
understanding by association members 
of the relationship between themselves 

| and the personnel in their respective 

| groups. She suggested that members 
improve their human relations activi- 
ties by applying their personal exper- 
iences to the cases they encounter. 
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Fairfax cotton te 


mels used by the Pittsburg headquarte 


Koppers Company, Inc., are supplied by Eagle Linen Service. 


for Maximum Comfort and Sanitation 
Koppers Provides its Employees with Cotton Towels* 


Here’s How 
Linen Supply Works... 


You buy nothing .. . your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets, pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local 
service is listed in your 
classified book under SER- 
VILINEN, LINEN SUPPLY 
or TOWEL SUPPLY. 


Fairtax:- Towels 


e Engineering and construction is the business of Koppers 
Company, Inc. of Pittsburgh. Known throughout the world 
for their design and construction of gas apparatus, coke 
ovens and steel plants, they also produce chemicals, roofing 
and paving materials and many other products and services 
for industry. Koppers management believes its employees 
are entitled to the extra comfort afforded by soft, absorb- 
ent cotton towels. They know, too, that cotton towels help 
keep washrooms tidy and save on maintenance costs. At 
Koppers you'll find individual, grommet and continuous 
cabinet-type towels in use. 

Whatever your towel problem ... whether you operate 
a factory, institution, office or store... you can be sure that 
soft, gentle, absorbent cotton towels will do the best job in 
promoting employee morale, building customer good will, 
increasing tidiness in your washrooms and cleanliness 
among your employees. Cotton towel service is economical, 
it’s efficient and it’s a sign of good management. 


Clean Cotton Towels... 
Sure Sign of Good Management 


A PRODUCT OF WEST POINT MANUFACTURING CO. + WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 13 
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More Sales Features— 


Led by architects and office planners 
the trend is to Office Valet wardrobe 
By keeping wraps dry, aired 
and open to germ killing light this 
modern steel equipment helps prevent 
spread of epidemics and resulting ab- 
senteeism. Keeps wraps ''in press," helps 
employee morale, saves floor space, fits 
in anywhere, ends locker room evils. 


Widely advertised in general busi- 
ness, institutional and trade magazines 
this line offers an almost unlimited op- 
portunity for profitable sales to offices, 
factories, schools and institutions. 


VOGEL-PETERSON CO. 


1121 West 37th St. 


desk company ; 
as EVANSVILLE 7, INDIANA u 


at any time. 


¢ Chicago 9, Ill. 


AN EXECUTIVE CONFERENCE 
DESK DESIGNED SPECIFICALLY 
FOR TODAY'S 


WORKING EXECUTIVE 


This “man-sized" Conference Desk by 
imperial gives lots of elbow-room to the 
executive who likes to work in comfort. 

It's ideal, too, for staff conferences, inter- 
views and general all-around discussions 
where lots of leg room and ample desk top 
space is needed. 

The Conference Desk is just one model in 
the complete Wiltshire line of smartly styled, 
modern office pieces. Ask to see the entire 
line at your dealer! 


wiltshire modern 
by Imperial 


Write for Imperial's Office Planning kit . . . com- 
plete with floor layout, cut-outs of standard office 
units, decorating hints, etc., and ask for name of 
your nearest Imperial Dealer. 
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Foresight? 


——— 


Fallacy? 


(From page 25) 


move, only General Foods has so far set a definite 
time-table for the transfer. Union Carbide & Carbon 
has bought property in Westchester, 
has done so purely as a reserve for a possible future 
move. No definite plans have yet been announced for 
More Sales | actually transferring any part of the New York office 
| or staff to Westchester. 
| bought land in Rye, similarly have no definite plans 
| for use of the land in the near future, and may very 

well drop the whole idea of moving from New York 


but says that it 


Time and Life, which have 


G-E PLANS EXECUTIVE HEADQUARTERS 

General Electric is negotiating for property in Mt. 
Pleasant, but the/company does not propose transfer- 
ring its main offices lock, stock, and barrel to the 
suburban property even if the sale should go through. 
The corporation intends rather to set up a small 
headquarters for top executives and their immediate 
staffs, while the major departments will remain where 
they are now, in New York and Schenectady. 

Some major companies, including U. S. Rubber and 
the National Broadcasting Co., have investigated the 
possibility of establishing their main offices and ac- 

| tivities in suburban areas, and have definitely decided 
the move would be a mistake. 

The migration to the suburbs could become a trend 

| in the future, leading to a totally new approach to 


(To page 67) 


Excise Tax Reduced for 
Addressograph-Multigraph 


A new ruling by the Department of 
Internal Revenue will mean savings 
to buyers of business machines manu- 
factured by Addressograph-Multigraph 
Corp., it was announced recently at 
the company’s home office in Cleve- 
land. 


Effective immediately, under the 
new ruling, the 10 per cent federal ex- 
cise tax will be computed on 60 per 
cent of retail list prices on all Addres 
sograph, Speedaumat and Graphotype 
models, controller George J. Grikshel! 
said. The tax on the company’s fold 
ing machines will be on 65 per cent of 
retail list. 


The company, instrumental in bring 
ing about this change, had claimed 
that the former base of 100 per cent 
of retail price was unfair to its cus 
tomers. In filing its briefs with the 
Department of Internal Revenue, Ad 
dressograph-Multigraph acted in be 
half of customers who had previously 
paid the higher tax and made offticia! 


applications for refunds The com 
pany was authorized by these cus 
tomers to file claims for refund on tive 
tax paid by them under the old ruling 
These claims are now being consid 


ered by the Department of Internal 
Revenue, and when final action is 
taken, the company said it would in- 
form its customers of the decision 


Company headquarters are at 1200 
3abbitt Rd., Cleveland, O 
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LOOK FOR— 
ASK FOR THAT 


6LUE 
TAB ! 


For packaging, sealing, protecting and general office use 


® 
TEXCEL #3 


INDUSTRIAL TAPE CORP., NEW BRUNSWICK, N.J. 
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IN EVERY OFFICE AND 
FACTORY OPERATION 


SAVE TIME AND MONEY 


WITH 


EZYINDEX TABS 


With EZYINDEX you can make your 
own index systems quickly, easily. 
Color coded EZYINDEX Tabs, made 
of heavy, non-flammable acetate; title 
area can be used over and over again. 


The special, rolled acetate bead makes 
EZYINDEX Tabs rigid and lastingly 
durable. Subject titles slide in place 
smoothly. 


With EZYINDEX Tabs, custom de- 
signed by you for every special need, 
you will save valuable time and money 
—do away with the irritations and time 
lost in hunting for a hard-to-find letter, 
report, blueprint, plan, estimate, and 
any other office or factory written 
material. 
of 


Keep everything at your fingertips 
with EZYINDEX Tabs. 


Sold by stationers all over the country. 
Ask for EZYINDEX Tabs, the only 
tab with the money back guarantee of 
perfect quality ...or Write for a 
sample EZYINDEX Tab and the 
name of your local EZYINDEX dealer. 


PRODUCTS Co. 
182-13 NORTHERN BLyD. 
FLUSHING 54, NEW YORK 
Div. OF ASSOCIATED CELLULOSE PRODUCTS CORPORATION 


OFFICE MANAGEMENT AND 


PEOPLE IN THE NEWS 


Dr. L. B. Parsons, director of the 
research and development division of 
Lever Bros. Co., is seen here standing 
before his firm’s 


new research center 
at Edgewater, N. J. iq 
He has been with ‘ 
the company since 
1939, 

The new center, 
situated on the west 
bank of the Hudson 
River, opposite 96th 
St. Manhattan, 
houses facilities for 
the testing and im- 
provement of Lever products. In- 
cluded in the 5-story structure are a 
detergency laboratory, for testing the 
cleansing qualities of soap and soap 
products; a packaging laboratory, for 
testing wrappings, labels, and inks; a 
human hair laboratory, for experi- 
mental work on cold wave solutions; 
a perfume laboratory; biological and 
bacteriological laboratories; a baking 
and testing shop; a dental clinic, and a 
pilot plant, where manufacturing pro- 
cedures are determined before items 
are mass produced. 

Architects of the center were Skid- 
more, Owings & Merrill, who also de- 
signed Lever Bros.’ home office— 
Lever House—in New York. Those 
offices won the 1952 “Office of the 
Year” award 
Management & 


L. B. Pa rsons 


sponsored by Off 
Equipment. 


Globe-Wernicke Co., Cincinnati, has 
announced the election of Joseph B. 
Hall as a director and member of its 

executive committee, 


and Melbourne H. | 
Steil as vice-presi- 


dent in charge of 
production. 
Mr. Hall is presi- 
= dent of The Kroger 
Co. and of the 
Manufacturers and 
Merchants Indemni- 
ty Co. of Cincinnati. 
He is also a member 
of the Business Ad- 
visory Council of the U. S. Depart- 
ment of Commerce and of the execu- 
tive board of the National Association 
of Food Chains and American Retail 
Federation. 

Mr. Steil has been associated with 
Globe-Wernicke since 1951 and was 
Factory Manager prior to his election 
as vice-president. He was formerly 
general factory superintendent of the 
3eloit, Wisc., plant of the Fairbanks- 
Morse Co. 


“ 


J. B. Hall 


Kenneth B. Marble has been ap- | 


pointed a district sales manager for 
the A. B. Dick Co. Territory under 
his jurisdiction includes Wisconsin and 
northern Illinois 


Columbia Pictures has announced 
the promotion of Herbert L. Smith to 
the post of director of purchases. Mr. 


EQUIPMENT 


, |---- For Soundest 
Ideas in 
Office Planning 


Whatever your office-improvement plans — 
present or future — look to the dealer 
displaying the shield shown above. 


There you'll find INDIANA DESKS 
and Natural-ly Better Wood Office 
Furniture .. . engineered to promote 
easier office living, increased 

office output . . .constructed for 
durability right down to the 

smallest detail. 


Equally important, you'll find your 

Indiana Desk dealer an always-sound 
source of ideas for efficient office layout — 
even in this period of shortages. 

Write A. S. Russell, General Manager, 

for personal attention and name 

of your nearest dealer. 


3014 model... 
one of a full line | 
of fine Indiana Desks. 


desk 


INDIANA © JU. 


Tirrany STANDS 


ESPECIALLY DESIGNED 


FOR TODAY'S OFFICES 


TODAY’S OFFICE MACHINES § 


Tiffany's many unique features and 
sturdy all-steel construction make it | 
first choice of office workers and 4 
management everywhere. Tiffany 
Stands are precision engi-*; 
neered to give years of 
trouble-free service. 
Literature on request. 


TIFFANY STAND CO. 


POPLAR BLUFF, MISSOURI 


ON SALE AT 
BETTER 
DEALERS 
EVERY WHERE 
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Smith was formerly assistant director 
of the department; his successor will | 
be Fred Izzo. 
Max Seligman, former director of 
purchases, will remain with the pur- 
chasing department in an advisory 
executive capacity. 


The board of directors of Burroughs 
Adding Machine Co., Detroit, recently 
named Sheldon F. Hall vice-president | 
and secretary. He has been with the 
firm since 1940, and its secretary since | 
October, 1947. 


Herman Munster has been named 
manager of the Houston, Tex., branch 
of Diebold, Inc. He has been with the 
company im Dallas since 1948. 


COMING EVENTS 


American Management Association 
January 12-15 

General Management Conference 

Hotel Statler, Los Angeles 


American Society of | 
Heating and Ventilating Engineers 
January 26-30 
llth International 
Heating and Ventilating Exposition 
International Amphitheater, Chicago 


| 
Office Management Assn. of Chicago 
March 2-5 | 
Fourteenth Annual Business Show 
Conrad Hilton Hotel, Chicago 


National Assn. of Cost Accountants 
March 24-27 
6th Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 


National Office Management Assn 
May 25-28 
Annual “All Purpose” Business Show 
Mechanics Hall, Boston 
34th Annual Conference 
Statler Hotel, Boston 


Controllers’ Congress 
National Retail Dry Goods Assn 
May 25-28 
33rd Annual Convention 
Hotel Roosevelt, New Orleans 


National Machine Accountants Assn. 
June 18-20 
Second National Convention and 
Business Show 
Schroeder Hotel, Milwaukee 


Office Executives Assn. of New York 
1953 National Business Show 
October 19-24 


Grand Central Palace, N. Y. 
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WHERE it counts! 


At the end of the business day 
for an office, store, or bank... at 
the end of a shift in factories, or 
after business is over in theaters, 
restaurants, amusement places... 
the Tickometer not only saves the 
time and work required by hand 
counting—but it makes results 
available faster. 

This counting and imprinting 
machine is wholly automatic, 
counts almost any paper item— 
from coupons to currency —at 500 


? 


PITNEY-BOWES 


Tickometer 
Counting, Imprinting Machine 


Made by the originators of the postage meter 
..- Offices in 93 cities in U.S. and Canada, 


OFFICE MANAGEMENT AND EQUIPMENT 


to 1000 per minute, eight to ten 
times faster than even experienced 
personnel can count by hand. And 
it’s so accurate that banks trust 
it to count currency and checks. 


Tuousanps of firms use the 
Tickometer to count sales slips, 
invoices, tags, job tickets, coupons 
... Whole or partial counts are 
recorded on visible registers. And 
the Tickometer can be equipped 
to rubber stamp, imprint, date, 
endorse, code and cancel. 

Rented rather than sold, the 
Tickometer needs no investment 
...and Pitney-Bowes nationwide 
service is available at 199 service 
points. Ask the nearest PB office 
to give you a demonstration—or 
send the coupon for free booklet! 


PITNEY-BOWES, Inc. 
2953 Pacifie St., Stamford, Conn 


Please send illustrated 
Tickometer booklet to: 


in, 
* 
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here was no time to stop, see? 

She comes running out from 

behind this parked car right 
under my wheels. Her hair is in pig- 
tails, and with the sun shining on it, 
she might have been my kid. We got 
her to the hospital. It took 3 pints 
of blood to bring her around. All I 
have to do is remember the sound of 
those screaming tires—and I know 


why I'm giving blood.”’ 

Yes, all kinds of people give blood 
—truck drivers, office workers, sales- 
men. And—for all kinds of reasons. 
But whatever your reason, this you 
can be sure of: Whether your blood 
goes to a local hospital, a combat 
area or for Civil Defense needs—this 
priceless, painless gift will some day 
save an American life! 


Give Blood Now 


CALL YOUR RED CROSS TODAY! 
NATIONAL BLOOD PROGRAM 


OFFICE MANAGEMENT AND EQUIPMENT 


Business Executives! 


y Check These Questions! 


If you can answer “yes” to most 
of them, you—and your com- 
pany—are doing a needed job 
for the National Blood Program. 


Have you given your em- 
jloyees time off to make 
jlood donations? 


Has your company given 
any recognition to donors? 


Do you have a Blood Do- 
nor Honor Roll in your 
company ? 


Have you arranged to have 
a Bloodmobile make regu- 
lar visits? 


Has your management en- 
dorsed the local Blood 
Donor Program? 


Have you informed your 
employees of your com- 
pany’s plan of co-opera- 
tion? 


Was this information 
given through Plant Bul- 
letin or House Magazine? 


Have you conducted a 
Donor Pledge Campaign 
in your company ? 


Have you set up a list of 
volunteers so that effi- 
cient plans can be made 
for scheduling donors? 


Brita Des hs Cee 


Remember, as long as a single 
pint of blood may mean the dif- 
ference between life and death 
for any American ... the need 
for blood is urgent! 
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Foresight? Fallacy? | 


(From page 62) 


the technicalities of office management, and event- 
ually even to a pattern of decentralization of major 
cities, if the first giant offices to make the move find 
that it has benefitted them. 

It is equally true that a return to the city by one 
major company facing loss of business or personnel 
starvation in its new suburban home could reverse the 
whole process almost before it had begun. It is still 
much too early to write off the metropolis and the 
skyscraper as symbols of American business prowess. 


Streamline Your Records 


(From page 28) 


The word “creation” is here used in a broad sense— 
“bringing into existence.” The two major types of 
records brought into existence in most organizations 
are forms or work papers used to expedite or progress 
operations, and correspondence. To consider these 
separately: 

1. Forms: Control over the number and kind ot 
forms used is practically a “must” in every organiza. 
tion. Unnecessary or improperly planned forms not 
only add to the cost of labor and materials but reduce 
general efficiency. 

Forms control cannot be decentralized on a depart- | 
mental or any other basis. There should be one 
central authority to coordinate needs and establish 
standards. A forms control group, properly trained in 
forms techniques, can eliminate a great deal of waste 
and cut costs. It would be their responsibility to re- 
view all requests for new forms or revisions and con- 
sider the following: 

a) Purpose and necessity: Does the form serve 
a necessary purpose? Is the cost warranted; Can 
information be obtained from other forms? Can 
other forms be eliminated or consolidated? Are 
all copies necessary? Would a written procedure | 
result in more efficient use? 

b) Wording or Text: Does title of form indi- 
cate its functions or purpose? Is there a space 
for date or period and a line for signature when 
one is required? Are consecutive numbers neces- 
sary and, if so, should they be princed or a space 
provided for their insertion? Should “to” and 
“from” lines be provided for interoffice move- 
ments? If information is transferred to or from 
other forms, do they all have the same sequence 
of items? Is all recurring information printed 
so only variables need be filled in? Can wording 
be clearly understood? If not covered by a writ- 
ten procedure, would brief instructions printed 
on form help? If there are any legal implica- 
tions, has phraseology been edited? 

c) Layout and design: Is size right for hand- | 
ling, filing, attention value, cutting without 
waste, and is there ample room for all informa- 
tion? Are margins adequate for forms filed in 
binders and for duplicating or printing proc- | 
esses? Can results be obtained with a minimum | 
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BASSICK DIAMOND- 
ARROW CASTERS 


...the most efficient. Smooth- 
rolling, easy-swiveling. Types 
for all wood and metal chairs, 


typewriter stands, etc. 
ahs 4 
aM WL any 


BASSICK RUBBER- 
CUSHION GLIDES 


... broad, flat, polished, hardened steel 
base. Inexpensive. Easy to attach. 


a a 


NOMAR Cups 
AND SHOES 


. . Bassick-made, glove fit- 
ting, square rubber shoes or 
round and square composi- 
tion cups 


Three easy answers to 
three typical office problems! 


As you can see, there’s a common denominator 
to all three. It’s Bassick. You can always find the 


_ answer to any caster or floor protection problem at 


the office supply store that carries Bassick, the 
world’s largest line. THE BASSICK COMPANY, 
Bridgeport 2, Conn. In Canada: Belleville, Ont. 


aE bell 


SB 


Bassick | 


A DIVISION OF 


Wawiwe MORE KINDS OF CASTERS MAKING CASTERS 00 MORE 
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Proven alps To 
OFFICE EFFICIENCY 
and Morale 


Waterless 

| Hand 

| Cleaner 
‘Cream Cleans” Men and women in offices and 


factories everywhere acclaim 
wes the sensationally new Poro- 
ae ® mac Waterless Hand Cleaner 
ton.gon.cgeevee 1°" Cream. It removes instantly 
hectograph, duplicating and 
printing inks, graphite and 
other hard to remove sub- 
stances. Eliminates necessity 
of soap and water; no caus- 
tics to roughen or irritate the 
skin—contains lanolin. Eco- 
nomical, just a small quantity 
needed for a thorough cleans- 
ing job. Contains no kero- 
sene or petroleum solvents. 


Retails at: 
16 oz. jar $1.00 
8 oz. jar $.60 


Potomac 
Duplicator 
Fluid 
for all 
spirit 
duplicators 


@ High Methanol 
Content 

@ Maximum 
Bright Copies 

@ Will Not 
Corrode 
Equipment 

@ Quick Drying 

@ Meets Govern- 
ment Specifica- 
tions, Type If 
Under Gen- 
eral Services 
OD-825 

@ Money Back - 
Guarantee 


A high grade fluid used by the govern- 
ment and guaranteed to give utmost 
satisfaction. 


Retails at 
$3.00 per Gallon 


Available at Your Dealer or Write Us Direct 


POTOMAC PRODUCTS CORP. 


1107 Nineteenth St., N. W. Washington 6, D. C. 
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amount of clerical work? Is spacing correct for 
handwriting, typewriting, or other appropriate 
machines? If filled in by typewriter, are items 
aligned so tab stops may be used to save time? 
Are important items emphasized or prominently 
placed? Will address box for mailing in window 
envelopes avoid typing envelopes? Can ballot 
box or check system (/) be used to save time 
in filling in? 

d) Paper and printing: Is grade, weight, color, 
finish, and grain of paper correct for issuing, 
handling, duplicating, filing, and retaining? Are 
printing specifications (punching, perforating, 
scoring, folding, carbon) indicated correctly on 
a sample for the printer? Have requirements 
been estimated properly, based on actual use? 
When ordering initial quantity, has considera- 
tion been given to using up stocks of replaced 
forms and possible future changes? Before set- 
ting date for installation, has probable delivery 
date of initial quantity been determined? 

2. Correspondence: The high cost of correspond- 
ence is often overlooked by many writers and recip- 
ients. It is one of the most common methods of com- 
munication and habitually used without much 
thought of costs. Also, insufficient study is given to 
methods for controlling its procedures and retention. 

Published estimates of the average cost in produc- 
ing a letter place it at approximately $1. This cannot 
be used as a reliable yardstick, however, due to the 
wide variety of conditions in each organization. The 
cost factors involved are: 

a) Time of dictator, stenographer, mail hand- 
lers, and file clerks. 

b) Materials and supplies. 

c) Postage. 

d) Overhead) expense = (supervision, rent, 
power, light, heat, water, insurance, taxes, depre- 
ciation on equipment of dictator, stenographer, 
mail department, file department and so on) . 

When vou consider all the factors, the average cost 
in your ofhce is probably much higher than $1 per 
letter. A large reduction in cost can be made and, at 
the same time, better results obtained with more effi- 
cient handling, by a study of how the following could 
be applied in your organization: 

1. Training programs for dictators: Are too many 
letters being written? Would a telephone call or 
teletype message cost less? Are letters concise, friend- 
ly, natural? 

2. A correspondence manual to establish standards 
and train typists. 

3. Form letters and form paragraphs where feasible. 

4. Dictating machines and automatic typewriting 
devices. 

5. Analysis of mail department procedures and 
equipment: 

a) Are postage meters used? Is bulk mailing 
permit printed at same time as corner card? 

b) Are window envelopes used? With plain 
die-cut opening? 

c) Is date and time stamped on incoming 
mail? If so, why not eliminate this step? 


(Continued in February) 
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NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Ist: Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


2nd 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


r 
| 
| Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. OE 3 
MAll TODAY ! Please send Free, without any obligation, samples as above to: é 
A 
—_— = y 
— Ee ee eee ¥4 
wae i 7 
THANKS =| tv Sit 
Signed Title 4 
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Design It Yourself! 
(From page 29) 


he envisaged his modernization program, Mr. von 
Schrader saw three main benefits it could achieve: 

1) Greater working efficiency and improved pro- 
duction per man hour. 

2) A decrease in labor turnover and a correspond- 
ing reduction in personnel training costs. 

3) Increase value for the business property through 
physical improvements. 

Mr. von Schrader felt his remodeling program 
should be tailored as exactly as possible to meet the 
needs and conditions of his staff and the company’s 
business. 

In planning the office, he worked with professional 
designers Forrest-Syvertsen of Milwaukee who carried 
out the technical details of the operation. The proj- 
ect was undertaken in stages, so that each step could 
be considered and planned properly. Heading the list 
| of office improvements was a heavy-duty air condition- 
ing system. It was needed, all agreed, to relieve the 
| hot, humid summers at the von Schrader location, just 
| a few blocks west of Lake Michigan. In addition to 

its obvious benefit in increasing comfort and efficien- 

cy, the air conditioning system produced a valuable 
bonus in the form of reduced cleaning costs. Almost 
immediately, Mr. von Schrader reports, the time re- 
quired for cleaning his firm’s offices was cut by a full 
third. 


For Permanent, 
Waterproof 
Markings 

that 
Won’t Rub Off 


KEYNOTE WAS UNCLUTTERED LOOK 

The first phase of redecorating and redesigning 
was centered in Mr. von Schrader’s own office. This 
office, now, is a perfect match for its owner's working 
preferences and habits. Kevnoting its efficiency is the 
fact that it is conscientiously uncluttered, testimony 
to Mr. von Schrader’s taste for neat, clean simplicity. 
Coupled with this preference is a desire to achieve a 
working area which offers the least possible distrac- 
tion from concentration on the business at hand. 

An example of how this is carried out lies in the 
storage space provided for books, personal effects, 
business documents, and other small items. Here 


y | storage cabinets are equipped with sliding doors, so 
Marking Crayons | sto c ets quipped w ing 


that no individual items can intrude as a visual dis- 
traction. This theme is carried still further by sus- 


NO. 1 STAONAL—The Checking Crayon. pending the cabinets from the walls, free of legs or 


Tl nm. 5/ 
iese 6” xX 46” paper-wrapped crayons come 


one dozen in a box; 12 boxes in a container. other a 
Red, orange, yellow, green, blue, violet, brown. The walls themselves are almost perfectly sheer, ex- 
black and white. 


cept for necessary beveling in the sections using birch 
paneling. By recessing or eliminating baseboards and 

tainers, etc. 5” x 14” paper-wrapped crayons . oneings, Mr. von Schrader has continued the theme 
come one dozen in a box; 12 boxes in a con- | of the distraction-free office. Even telephone wire and 
tainer. Red, orange, yellow, green, blue. violet Mr. von Schrader’s dictating machine have been re- 


NO. 2 STAONAL-~— For General Marking 


Used to mark express packages, shipping con- 


brown, black and white. j i 

: : en se cessed or hidden so that only the most necessary in- 
Get a complete list of “Staonal” and other : . ; 
permanent and fugitive marking crayons for struments and fixtures are seen. 


every business and industrial use ee ee His desk has a broad, uncluttered top which allows 


Ny ample room for laying out papers and charts during 

("SEND FOR FREE | is especi 
SGINNEY & Smitn Zo | conferences. It is especially set up to allow a secretary 
* , TWALUSTRATED | or associate to sit opposite at the kneehole and use 
MAKERS OF CRAYOLA® | MARKING CRAYON | the desk’s writing surface without clashing with Mr. 

“THE FIRST CRAYON OF THE LAND” | Price Sheet to von Schrader or annoying him. 

41 E. 42nd St., New York 17, N. Y. Dept. TOM | The room uses troffer lights recessed in a panel for 
L_-______] | even, distraction-free illuminating. The two windows 


70 OFFICE MANAGEMENT AND EQUIPMENT January, 1953 


Spee hice Cea Ce | omens ART! Amerie | A Cea See ee 
e a ay } ar ae a Be oa ae ee eee 
—— to . : ae . _ hy ~ ‘ fo 4 5 - i . é . : 2 Ee 
Bin “nching hy : " 
& 
BS 
fe gg 
Pope 
e 
; oe, 4 
hr 
= f= " 
Paya | 
ees | 
‘ae. 
, : 
wee ’ 
En 4 e 
a he 
corey 
fies 2ie 
Be 7 ttt+H Shy wy 
tte 1h | >/ | aT 
eae Li] z i 1 
wa ~* ae + 2 oe 
Pies ps, ill i MN i 
dull E a ad ieee 
Zz SS ; 7 ey a : Sie sa P. “ | H 
lie i J Ps 2 q = _~@ 
| 3 a i ‘4 . " t : oll, 
7 «we : He Hd - 5 Pam, 
i * wa " Jag Oo PS <) a . | 
‘ ete! 
pail me ti ct a F 
\ " : wt ‘ —P = P 
\ =. eae u 4 , “net a 
a! ee age ee 
fe ee My NN . BIR 
eae é fa , eo ; en, 2 % = 
as ~ * & ~ BO 4 
a Bs ~~ “, 
3 en ™ oy he leg = 
a ae ET i} ye 
= * i ek Na 
a Si 
> por, 's 
“alent ? 
eat fy 
Ve oe ® 
5 
{ al ‘ ne 
: a | 
ll 
Vea, 
\ 
a ‘| 
ft 
‘ati ee : 
; ae 
: j a ; 
eee 
“a el 
“ae 
Pie 
ey ee 
Ta i“ s | 
" is #7 rs 


Just amazing...the manpower and time savings 


wu VMP CONVEYOR 


gives us here at LEVER HOUSE 


| With a VMP Conveyor, you speed 
thousands of pieces of mail, records, 
and files from any one floor to any 
other — in seconds! Up to 41 tons 
routed per hour, 


You get precisely the loading and 
unloading arrangement that best 
fits your own needs. For your VMP 
Conveyor is custom designed, cus- 
tom installed, to fit your precise 
requirements. 


Install a VMP Conveyor to eliminate costly: Operation of the VMP Conveyor is so easy. 
messenger service and cut delivery time. Just a push of the button. 


FREE: 2-color brochure with scale draw- 
ings describes VMP Conveyor, gives valu- 
able facts about time, cost, and labor 
savings achieved. Write 
Department OM-1, Vir- 
ginia Metal Products 
Corporation, 1112 First 
National Bank Building, 
Pittsburgh, Pa. 


eeqqoresees 


VIRGINIA METAL PRODUCTS CORP. 
PLANT: ORANGE, VIRGINIA 


balla ~. ; also manufacturers of MOBILWALL Movable Steel 
Send mail or records from floor to floor of VMP Conveyor action entirely mechanical. Partitions, Library Stacks and Equipment, ond 


to any station on any floor. Eliminates servicing. Steel Doors and Frames. 


Handi nnd 


ae, 
Always at hand Fe 


Huge ink capacity <= 


Exclusive “Capillary” Inking~ 


Your office workers appreciate the convenience, and their efficiency goes 
up, too, when you equip them with famous Sengbusch Handi-pen desk sets. 
They save time and end empty-pen nuisance—one Handi-pen filling equals 
100 fountain pen fillings. Handi-pen is always accessible — always writes 
instantly. 

And Handi-pen saves you money. Exclusive “Capillary Action” inking 
ends ink spoilage and waste — the last drop of ink stays fresh as the first. 

Handi-pens offer a wide variety of pen points — plain or iridium-tipped 
— for every writing style. Equip your entire office with them — and watch 


your staff do faster, better, neater work. See your stationer or write us for 
further details. 


153 SENGBUSCH BLDG. 
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Time-Saving Utility Eraser 
Zooms To New-Popularity High! 


Here’s the newest, most convenient, most economical 
eraser time-saver in decades! Cylindrical stick eraser en- 


down to the last fraction of an inch! 
Holder cap unscrews so eraser-stick can 
be moved outward. Won't roll off 
desks! Outstanding for clean, accurate 
erasing! 


BRUSH WHISK STYLE FOR TYPISTS 


HANDY, POCKET CLIP STYLE 
FOR GENERAL USE 
Companion to pocket fountain pens, 


for executives, engineers, artists, 
students. 


pres 
_ 


Wo. B27OJET WHISK-MADE IN U.S.A.) jor 


MADE NOUS, 


Red rubber for erasing 
pencil writing and carbon 
copies. Gray rubber for 
erasing ink writing and 
| typewriting. Refills. 


er army 


ea ORDER A TRIAL DOZEN 
: JETS FROM YOUR 

a DEALER TODAY! 
tz) 


io 


Ww 
¢ 


WELDON ROBERTS W0.825 ee £ To. 


Pettit 


WELDON ROBERTS 
RUBBER CO. 
6th Ave. & No. 13th Street 
Newark 7, N. J. 


World's Foremost 
R Eraser Specialists 


ill 
Hitt 


cased in attractive transparent plastic holder, is usable | 


are fitted with venetian blinds which enable Mr. von 
Schrader to soften any glare. If he cares to, he can 
draw a set of drapes, covering that whole wall and 
eliminating outside distractions completely. 

The door leading off the outside offices contains a 
series of glass panels running its full length, enabling 
Mr. von Schrader to shut off most outside noises, yet 
enabling him to observe what is going on. 

For the firm’s general offices, Mr. von Schrader 
looked at desks for months before picking models he 
felt offered the right combination of simplicity in line 
and efficiency in layout. When he found what he was 
looking for, he first ordered just a single desk. He 
let an employee use it for approximately three 
months, got his reactions, and only then went ahead 
and ordered similar units for the entire office. 

In the reception room, a low, birch-paneled railing 
is the only divider between offices and the waiting 
area. Here, one exception proves the value of Mr. 
von Schrader’s policy of designing and tailoring fix- 
tures especially for the working conditions in the 
office. This is a “windbreaker” partition standing in 
front of the area occupied by a receptionist switch- 
board operator. This girl’s desk stands almost directly 
in front of the outside door to the office, through 
which strong gusts of cold wind enter during Racine’s 
severe winters. 


| 
| 
| 


Mr. von Schrader’s remodeling program is especial- 
ly interesting in light of the size and nature of his 
business. The von Schrader Mfg. Co. makes a line of 
professional equipment for cleaning rugs, upholstery, 
and painted walls, as well as Deterg-ene and Powder- 
ene, rug-cleaning compounds sold through retailers 
for home use—all advertised and marketed nationally. 
The firm, consequently, does not need an office which 
is a “showplace,” since there is little selling or enter- 
taining of customers on the premises. The major aim 
in modernizing the offices, therefore, was simply to 
achieve greater beauty and working efficiency. On 
this score alone, Mr. von Schrader feels, the expense 
of remodeling has more than paid for itself. 


Beg Pardon 

A new stapler manufactured by Neva-Clog Products Inc., 
Bridgeport, Conn., was identified in a recent issue of 
Office Management and Equipment as the model J -60 two 
way stapling plier. Actually, the item is catalogued as 
Model J-80. 


Figo _ a 


BETTER OFFICE APPEARANCE 
AND PROTECTION 

Bassick Casters — Glides — Desk Shoes 
Rubber — Chair Mats — Fibre 

Desk and Chair Guards 

Plush Fenders —Fan Covers 


WRITE FOR CATALOG — DEPT. F. P. 


THE FLOORCRAFT COMPANY 


393 BROADWAY, WORTH 4-5810, NEW YORK 13, N. Y. 
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Suggestion Systems 


(From page 33) 


At that time, only 5 percent favored programs where 
suggestions were signed and the identity of the sug- 
gester was known. 

The postwar trend in suggestion systems has been 
to establish a closeness between employees and man- 
agement by making sure that workers participating 
in suggestion plans receive full credit and apprecia- 
tion. 

In keeping with this trend, a survey made prior to 


this 1952 convention showed that the figures given Ns 
above were almost exactly reversed. About 5 percent th 
et 


of the firms now use anonymous plans, and roughly ds 
27 percent use systems where the employee is identi- / Cl’. 
fied. In both instances, most of the companies have e Ga 

adopted programs where identification is optional— | Time 


the employee may submit his name or be identified ong ae 
only by a number, whichever he prefers. STl LL ei a 
The four major objectives of suggestion systems | “7 
now in operation, according to a survey by the New UNSURPASSED i As 
York chapter of the association, are to develop means : : 
of: af 
1) Getting closer personal contact with the em- ba 
ployee offering a suggestion. 
2) Bolstering the supervisory job through that con- | 
tact. | 
3) Opening new avenues of employee communica- A 
tion and expression. $y 
4) More effectively rewarding employees for their en) 
suggestion system participation. : #13 


Keynote words of the meeting were “recognition” 
—giving employees credit for their interest in the 
company’s Operations— and “gommunication’’—cs- 
tablishing closer contact between the employee and 
management. 


NO ‘RIGHT’ OR ‘WRONG’ SUGGESTION PLANS 


All speakers participating in the convention pro- 
gram pointed out that suggestion systems are necessar- 
ily individual in nature. In all presentations, it was 
emphasized that the facts and figures were merely 
for the guidance of the suggestion plan executives. 
It is impossible, it was said, to pick a “right” or 
“wrong” way of running a suggestion plan. At the 
same time, it was emphasized that suggestion systems 


are still generally in a developmental stage. They Pye sit: 
have come a long way, but the road ahead is still yea 
relatively unexplored. . 

In 1951, 177 association member firms reported a aly 
receipt of 873,255 suggestions by 152,944 employees. the 
Of these, a total of 221,385 were adopted, bringing Ef ‘ 
the suggesters cash awards totaling $5,495,079. 3 

J. L. MeVittie, director of the suggestion plan of 7s I 
Eastman Kodak Co.'s camera works, outgoing presi- rt 
dent of the association, presided over the meetings. a -e 

Newly elected officers are: ce ae 

Arthur Enger, Swift & Co., president; George H. oe 


Lohbaben, Cleveland Graphite Bronze Co., vice-presi- 


dent; Donald G. Morse, General Motors Corp., sec- laNX 64 A am * an 
ond vice-president; Claude Peck, Joseph T. Ryerson NUMBERING MACHINE CO. pa Ae 
& Son, Inc., secretary; and John E. Horton, Prudential = SINCE 1889 —— ¥ 
Insurance Co. of America, treasurer. 700 Jamaica Ave. Brooklyn 8.N.¥. “ ig 
% th 
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, use {OUR copy 
ee ly 


sow WORLD-WIDE 


2, Business Forms 


CATALOG.. 
Aa Swe: 


You and other subscribers to “Office Management” have 
been sent a copy of our 64 page catalog illustrating in 
almost actual size 494 ready-to-use office forms ranging 
from “while-you-were-out” slips to complicated bills of 
lading. These ready-printed forms can save you most of 
the cost of expensive specially printed ones. 

You can buy these forms direct from us by mail or from 
your office supply dealer who has, or can get, the entire 
“World-Wide” line. Either way you save money. Use your 
World-Wide Catalog and order today. 


\ HORDER’S, INC. 
i Office Supplies 
231 $. Jefferson Street 


Chicago, tHinois 


Chem-Board Storage Files are permanent. They cost and 
weigh about 50% less than steel; cost less than some 
reinforced corrugated paper files. 


Chem-Board is the product of our exclusive process 
for chemically impregnating 350 pound test corru- 
gated fibre-board to make it flint-hard and rock- 
strong. Fully loaded Files can be stacked to the 
ceiling without intermediate supports. They mate 
together vertically .. . operate freely without sag- 
ging or binding . . . repel vermin . . . can't rust 
. .. Gare impervious to moisture .. . have positive 
drawer stops . . . follower-blocks are available. 


Chem-Board Files are 
securely stitched with © © 
steel wire. They have 


work loose. Write today oun ene fe cee 
trated price tii, ood “pee STORAGE FILES 
details about our Dealer 

Franchise. PO Station B, 216-D @ Canton 6, Ohio 
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CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 


OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave.. 
New York 10, N. Y. 


Employment Service 


SALARIES, POSITIONS, $3,500-—$35,000. If you are considering 
a new connection, communicate with the undersigned. We offer the 
original personal employment service (39 years recognized standing 
and reputation). The procedure of highest ethical standards, is individu 
alized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present position 
protected. Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
Buffalo 2, N. Y. 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19h year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 West Grace St.. Richmond, Va. 


For Sale and to Buy, Used Equipment 


WANTED—ALL TYPES Office Machines, Filing Equipment Furniture 
Kardex,. Acme Postindex. Will pay more than trade-in allowances 
Write, Wire, Phone CAnal 6-2054. National Office Equipment Co.. 
498 Broadway, N. Y. 


WANTED — ADDRESSOGRAPHS, MULTILITHS., VARITYPERS. 
Mimeographers, Postal Meters, Folding Machines, Calculators. Adding 
Machines, ete. Ve pay top prices Write immediately Northway 
Distributors, 2621 Ist Ave., Seattle, Wash. 


KARDEK, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand 
Visible Cabinets, wood and steel. Addressograph Cabinets and Trays. 
Ledger Trays, steel and insulated. Reconditioned first-class Special 
prices to dealers. We also buy this equipment. Universal Office Equi) 
ment Co., Inc., 7 Waverly Place, New York, N. Y. GRamercy 3-3741. 


VISIBLE EQUIPMENT bought and sold and exchanged. We specialize 
in rebuilt Kardex, Acme, Globe-Wernicke and Yawman & Erbe visibl 
cabinets, as well as other makes. All our equipment is fully reconditioned 
and guaranteed, Please write and tell us what equipment you need or 
have for sale. Heineman Office Equipment Co., O.M. 4 N. &th St., 
St. Louis, Mo 


Positions Available 


SALESMAN—GENERAL MANAGER. Must have full knowledge 
Silk Screen, Airbrush and Drawing Supplies Progressive, opportunit 
unlimited. 44 Hour week, $125.00 to start. O. M. 144 


Position Wanted 


COMMERCIAL ARTIST AVAILABLE for office work, free-lance 


or salary basis. Experienced in preparation and follow-through on adver- 
tising, direct mail, house is, bookl “Th heads, maps 
hook jackets, charts and 


paste-up, type-ntting Finished 
Prefer New York metropo 


A Time-Saving "DUX" On Every Desk 


Precision 
Pencil Sharpeners 
speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 


leads. Repoints cray- 
ons and chalks. 


Available at all leading 
Office Supply & Station- 
ery Stores. 


Exclusive Distributor 


Fred Baumgarten 
675 Cooledge Ave. 
Atlanta 6, Georgia 
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originated this type of fastener, and as 
pioneers maintain the highest quality 
in material and serviceability. 


Look for Acco on your fasteners. 


ACCO PRODUCTS. 


OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


(0 f 


y, ————————— 


—_—— 


Ine. 


ACCO FASTENER 


FLICK A LINE COPY HOLDER 


The only low priced copy 
holder with high speed 
line finder. 


only $5 45 


Just flick the rubber 
wheel to operate line 
finder— 


"lt works like a charm" 


FRANKLIN TABLE CO. 
116 N. 4th St., Louisville 2, Ky. 


vacce FOR ALL TRAVELERS 
% 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 
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NO USE 
bi L00KING 
ty OSCAR.,,.YOu 


YY CAN'T SEE my 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee's name. This improves personnel relations. 

THE N—you'll want to use “Outlook” envelopes for other 
purposes. 


All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


tors of “Outlook” Envelopes. Est. 1902 Me 
ee eee res 


Hammerloid 


Rich 
GRAY or 
GREEN 


oven-baked 
finish 


LETTER 
& LEGAL 
SIZES 


VANGUARD 
Steel STORAGE FILES 


serve as ACTIVE files with posi- 
tive, simple stacking provisions, 
plus 


=, 


A Sturdy Recessed 
Base with Toe 
Clearance at Front 


@ Brass finish cardholder and handle. 


@ Four rollers for ease of operation. 


IMMEDIATE 
DELIVERY 


@ Index guide rod with brass knob. 


@ Self-locking follower available. 


1] 
$3 WEST JACKSON BOULEVARD «© CHICAGO 4 
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it’s not 
just a 
wastebasket— 
it’s a 


VUL-COr 


TRADE MARK 


New Square Top— 2A 


When vou buy Vul-Cots, you are getting more than 


a mere receptacle for holding waste paper. You are 


buying economical waste handling. for years. Every 


Vul-Cot you purchase carries with it a 5-year 


guarantee. Cut your maintenance and replacement 


costs—end your waste handling worries now —just 
say Vul-Cot. 


The two Vul-Cots illustrated are new in the line. 


All Vul-Cots are made of hard vuleanized fibre. 
they look better and last longer. Colors do not chip 
off; double rolled tops do not break. They are light- 


weight, noiseless . . . exclusive bonded seam con- 
struction gives added strength. Vul-Cots do not 
erack, 


splinter, dent, rust or corrode. Standard 
colors: maroon-brown and olive-green. Write today 


for catalog price sheet— Dept. OM-1, 


For Sale by Stationers and 
Office Supply Houses Everywhere 


VULCANIZED FIBRE CO. 


Wilmington * Delaware 
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Modern filing, made possible by Rock-a-File’s 
revolutionary side-opening compartments, is faster 
and more efficient because each compartment 
“rocks” open to make its entire contents instantly A 4 
accessible. More than that, Rock-a-File actually | cies 
requires less floor space than old-fashioned drawer- _ 4-compartment and 
type files! = S-compertnert 

Rock-a-File compartments project less than eight Rock-o-Files in tiers. 
inches when open, “rock’’ open and shut effort- 
lessly, and permit two or more persons to use the 
same file cabinet simultaneously. Alcoves, corri- 
dors, small corners and many other hitherto im- A 2-compartment Rock- 
practical locations become ideal filing space with ae niet office use. 
Rock-a-File. : : , : no need ie oem 

And Rock-a-File is safe, too... gravity center ivst swing around in chair, 
remains always within the cabinet; no danger of 
toppling, even with lower compartments empty. 


See your dealer or write for a descrip- 
tive folder and name of nearest dealer 


today ... learn how Rock-a-File can | ROCKWELL- BARNES COMPANY 


save filing time, costs and space in 


your business. 35 East Wacker Drive + Chicago ], Ill. 
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Uo male how yu BEG UE EL Z& 


Youll always have the ught ANMSWEL 


wih hs UNDERWOOD SUNDSTRAND 


10-Key Adding-Figuring Machine 


Right you are... getting your figure-facts from an 
Underwood Sundstrand Adding-Figuring Machine! 


and quict. Keys fit finger tips for increased keyboard 
accuracy ... and ease of operation. 


And that goes for the preparation of sales data, pay- = The price is right, too! So dont wait any Underweed 


° ° ° : ° . Sundstrand 
rolls, stock records, invoices and practically any other longer for the quickest. easiest figure-facts >. © 
figuring job in your business. you ever had! 0°00 
ry . . . . . . . 7 ° e © 
This machine is compact, preci-ion-built . . . and Ask for a demon-tration of the Underwood F~,o 


equipped with the world’s fastest keyboard. Sundstrand Adding-Figuring Machine . . . 


today. 


The Origine! 
Tewch Methed 
Keybeerd 


Operation is simplicity itself! The 10 numerical keys 
are grouped under the fingers of one hand . . . and 
anyone in your office can quickly develop a smooth 
touch method. No tiring headswing. 


What's more, the action of the machine is cushioned 


Copyrignt—UNDERW OOD CORPORATION 


oh 


UNDERWOOD 


. 


Underwood Corporation 


Adding Machines .. . Accounting Machines 
Typewriters... Carbon Paper . .. Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited. Toronto 1, Canada 


Sales and Service Everywhere 
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